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Technical  Education 


THE  NATIONAL  KNTEfi 

FOR  RESEARCH  IN  VOCATIONAL  EOUCATION 


This  military  technical  training  course  has  been  selected  and  adapted  by 
The  Center  for  Vocational  Education  for  "Trial  Implementation  of  a  Model  System 
to  Provide  Military  Curriculum  Materials  for  Use  in  Vocational  and  Technical 
Education,"  a  project  sponsored  by  the  Bureau  of  Occupational  and  Adult  Education 
U.S.  Department  of  Health,  Education,  and  Welfare. 


MILITARY  CURRICULUM  MATERIALS 


The  military-cJeveloped  curriculum  mterials  m  this  course 
package  were  selected  by  ths  National  Center  for  Research  in 
Vocational  Education  Military  Curriculum  Project  for  dissem- 
ination to  the  SIX  regional  Curriculum  Coordination  Centers  and 
other  instructional  materials  agencies.    The  purpose  of 
disseminating  tiiese  courses  was  to  make  curriculum  materials 
developed  by  the  military  more  accessible  to  vocational 
educators  in  the  civilian  setting. 

The  course  materials  were  acquired,  evaluated  by  project 
staff  and  practitioners  m  the  field,  and  prepcxred  for 
dissemination.    Materials  which  were  specific  to  the  lalitary 
were  deleted,  copyrighted  materials  were  either  emitted  or  appro- 
val for  their  ase  was  obtained.    These  course  packages  contain 
curriculum  resource  materials  which  can  oe  adapted  to  support 
vocational  instruction  and  curriculum  development. 


The  National  Center 
Mission  Statement 
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The  National  Center  for  Research  in 
Vocational  Education's  mission  is  to  increase 
the  ability  of  diverse  agencies,  institutions, 
and  organizations  to  solve  educational  prob- 
lems relating  to  individual  career  planning, 
preparation,  and  progression.  The  National 
Center  fulfills  its  mission  by 

•  Generating  knowledge  through  research 

•  Developing  educational  programs  and 
products 

•  Evaluating  individual  program  needs 
and  outcomes 

•  Installing  educational  programs  and 
products 

•  Operating  information  systems  and 
services 

•  Conducting  leadersh'p  development  and 
training  programs 

FOR  FURTHER  INFORMATION  ABOUT 

Military  Curriculum  Materials 
WRITE  OR  CALL 

Program  Information  Office 
The  National  Center  for  Research  m  Vocational 
Education 
ri     The  Ohio  State  University 

1960  Kenny  Road,  Columbus.  Ohio  43210 
Telephone    61 4/486-3655  or  Toll  Free  800/ 
848-4815  within  the  continental  U  S 
(except  Ohio) 
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Curriculum  Materials 
Dissemination  Is  . . . 
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What  Materials 
Are  Available? 


How  Can  These 
Materials  Be  Obtained? 
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an  activity  to  increase  the  accessibility  of 
military -developed  curriculum  materials  to 
vocational  and  technical  educators 

This  project,  funded  by  the  U.S  Office  of 
Education,  includes  the  identification  and 
acquisition  of  curriculum  materials  in  print 
form  from  the  Coast  Guard,  Air  Force, 
Army,  Marine  Corps  and  Navy 

Access  to  military  curriculum  materials  is 
provfded  through  a  "Joint  Memoranoum  of 
Understanding"  between  the  U  S  Office  of 
Education  and  the  Department  of  Defense 

The  acquired  materials  are  reviewed  by  staff 
and  subject  matter  specialists,  and  courses 
deemed  applicable  to  vocational  and  tech- 
nical education  are  selected  for  dissemination 

The  National  Center  for  Research  in 
Vocational  Education  is  the  U  S  Off'ce  of 
Education's  designated  representative  to 
acquire  the  materials  and  conduct  the  project 
activities 

Project  Staff: 

Wesley  E  Budke,  Ph  D  ,  Director 
National  Center  Clearinghouse 

Shirley  A  Chase,  Ph  D 
Project  Director 


One  hundred  twenty  courses  on  microfiche 
(thirteen  m  paper  form)  and  descriptions  of 
each  have  been  provided  to  the  vocational 
Curriculum  Coordination  Centers  and  other 
instructional  materials  agencies  for  dissemi- 
nation 

Course    materials    include  programmed 
instruction,  curriculum  outlines,  instructor 
guides,  student  workbooks  and  technical 
manuals 

The  120  courses  represent  the  following 
sixteen  vocational  subject  areas 


Agriculture 
Aviat  ion 
Building  & 

Construction 

Trades 
Clerical 

Occupations 
Communications 
Drafting 
Electronics 
Engine  Mechanics 


Food  Service 
Health 

Heating  &  Air 
Conditioning 
Machine  Shop 
Management  & 

Supervision 
Meteorology  & 

Navigation 
Photography 
Public  Service 


The  number  of  courses  and  the  subject  areas 
represented  will  expand  as  additional  mate- 
rials with  application  to  vocational  and 
technical  education  are  identified  and  selected 
for  dissemination 


Contact  the  Curriculum  Coordination  Center 
in  your  region  for  information  on  obtaining 
materials  (eg.,  availability  and  cost).  They 
will  respond  to  your  request  directly  or  refer 
you  to  an  instructional  materials  agency 
closer  to  you. 
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Director 
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Robert  Patton 
Director 

1515  West  Sixth  Ave 
Stillwater,  OK  74704 
405/377  2000 


NORTHEAST 

Joseph  F  Kelly.  Ph  D 
Director 

225  West  State  Street 
Trenton.  NJ  08625 
609/292  6562 


NORTHWEST 

Wjlliam  Daniels 
Director 
Building  17 
Airdustnal  Park 
Olympia.WA  98504 
206/753-0879 

SOUTHEAST 
James  F  Shill.  Ph  D 
Director 

Mississippi  State  University 

Drawer  DX 
Mississippi  State.  MS  39762 
601/325  2510 

WESTERN 

Lawrence  F  H  Zanc.  Ph  D 
Director 

1776  University  Ave 
Honolulu.  HI  96822 
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Cours*  Description 

The  course  is  desinged  to  provide  knowledge  in  the  physical  handling  of  Supplies  and 
equipmen  particularly  in  receinving,  preparing  for  storage,   storing,  segregating, 
maintaining  inventory,  delivering,   and  preparing  for  shipment.     The  course  consists 
of  four  subject  matter  blocks  covering  63  hours  of  instruction. 

Block  I.     Introduction  consists  of  2  lessons  requiring  5  hours  of  instruction. 
How  to  Use  a  Microfiche  Reader   (1    1/2  hours) 
Standard  Base  Supply  System  (   3  1/2  hours) 

Block  II.     Data  Processing  contains  6  lessons  covering   12   1/2  hours  of  instruction. 
Remote  Keyboard  Printer  Operations   (2  hours) 
Keypunch  Machine  I   (2  hours) 
Keypunch  Machine  II   (1  hour) 
Remote  Card  Reader  Operation  (1  hour) 
Reports  and  Listings   (3  hours) 

Rejects,  Management  Notices,  and  Inquiries   (3   1/2  hours) 

Block  III.     Storage  Functions  has  7  lessons  requiring  23  hours  of  instruction. 
Storage  Facilities   (1   1/2  hours) 
Storage  Functions   (3  hours) 
Storage  Location  Designators  (3  hours) 
Stock  Locator  System  (5   1/2  hours) 
Stock  Change  Documents    (A  hours) 
Material  Handling  Equipment   (2  hours) 
Inventory  Procedures  hours) 

Block  IV.     Materiel  Processing  consists  of  7  lessors  covering  23   1/2  hours  of  instrjction. 
Receiving  PRocedures  I   (6  hours) 
Receiving  Procedures  II   (A  hours) 
Warehouse  Is.sues  (3  1/2  hours) 
Special   Item  Issues   (3   1/2  hours) 
Shipments  and  Transfers   (3  hours) 
Safety  (1  hour) 

Post-Post  Procedures   (2   1/2  hours) 

The  course  contains  both  teacher  and  student  materials.     Printed  teacher  materials  are 
limited  to  a  course  chart  indicating  lesson  topics  and  instructional  hours.  Stuc'ent 
programmed   texts  with  review  exercises  and  answers  are  available  for  each  lesson. 
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BLOCK  I  -  Introduction 
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HOW  TO  USE  A  MICROFICHE  READER 


LOWRY    TECHNICAL  TRAINING  CENTER 
3^^0th  Technical  Training  Group 
Lowry  Air  Force  Base,  Colorado 


Study  Guides  (SGs),  Workbooks  (WBs),  Study  Guide  and  Workbook  (SW), 
PrograiTwd  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment  in  the  sequence  given,  and  It  will  aid  you  In  understanding  and 
rttalnlnq  key  points  covered  In  material  you  have  studied. 


Supply  Training  Branch 

Loury  Air  Force  Base,  Colorado 


IPT  G3ABR64531  000 
IPT  G3ABR64530  001 
August  1978 


HOW  TO  USE  A  MICROFICHE  READER 


SCOPE 


In  the  pa^t  the  information  needed  to  properly  manage  the  Air  Force 
inventory  was  printed  m  books.    This  materiel  would  sometimes  fill  one 
or  more  offices.    Recently  the  Air  Force  converted  all  of  this  information 
from  book  form  i.o  what  is  known  as  microfiche. 

Microfiche  are  sheets  of  microfilm  which  contain  rows  of  microimages. 
These  microimages  represent  pages  of  printed  material.    Many  pages  of 
materiel  will  fit  on  one  sheet  of  microfiche. 

To  use  the  information  on  the  microfiche,  you  must  know  how  to  operate 
a  microfiche  reader.    This  skill  is  required  in  many  jobs  in  the  supply 
career  field.    This  lesson  teaches  you  that  skill. 


OBJECTIVE 

Using  a  microfiche  reader,  make  necessary  adjustments  to  display  the 
index  of  a  microfiche  sheet. 


Materiels  Needed 

For  this  lesson  you  will  need  a  microfiche  reader,  a  box  of  microfiche 
sheets,  and  an  AIS  Module  Test  Form  #2  for  IM  students  or  AIS  Module  Test 
Form  tfl  for  MF  students.     Ask  the  instructor  for  this  materiel. 
Also  you  will  need  a  sheet  of  scratch  paper  to  answer  the  embedded  questions 
throughout  this  materiel. 


Supersedes  IPX  001-02-01-02  dated  July  1977  and  IPT  002-01-0^-02  dated 
July  1977. 
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002-  01-0^-02 
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1.     This  lesson  on  the  microfiche  reader,   though  a  short  one,   is  important. 
It  teaches  you  to  turn  an  the  machine,  insert  a  sheet  of  microfiche  in  the 
machine,  focus  the  machine,   and  find  specific  frames  on  the  microfiche. 
There  is  no  test  on  this  lesson,  but  your  instructor  will  check  your  work. 
Your  knowledge  of  this  lesson  determines  how  well  you  do  on  future  lessons 
in  this  block. 
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2.     This  is  a  drawing  of  a  microfiche  reader.     It  is  a  laachine  that 
magnifies  the  images  on  a  niicrofiche  and  displays  them  on  tlie  screen 
of  the  reader.     The  first  part  of  the  lesson  discusses  the  parts  of 
the  reader. 


001-  02-01-02 

002-  01-04-02 
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3v  Since  there  are  several  parts  to  this  machine,  let*s  start  with  the 
on-off  switch  which  is  located  on  the  left  side  of  the  machine. 
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A.     Below  the  on-off  switch  is  the   loading  slot.     This  slot  is  where  you 
load   the  sheet  of  microfiche  in  the  machine.     The   loading  slot  is  part  of 
th^  flolcrofiche  carrier. 


-5- 
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5.     Below  the  white  knob  on  the  front  of  the  microfiche  carrier  Is  the 
elevation  control.     Pressing  this  control  between  the   thumb  and  forefinger 
allows  you  to  move  the  screen  up  or  down  for  better  viewing. 


Ql.     The  elevation  control  is  used  to  move   the  screen 

a.  up . 

b .  down . 

c .  up  or  d  own . 

d.  side  to  side, 
e. 


19 
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002-  01-OA-02 


6.  Also  on  the  front  of  the  microfiche  carrier  is  a  column  index  window. 
ThlB  window  shows  which  column  on  the  microfiche  is  on  display. 


-7- 
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7.     Turning  the  control  knob  enables  you  to  view  the  microfiche   from  side 
to  side.     Pulling  or  pushing  the  control  knob  allows  you  to  view  the 
microfiche  from  top  to  bottom. 

Q2.     Pulling  the  control  knob  enables  you  to  view  the  microfiche  from 
side  to  side. 

a.  True 

b.  False 

21 
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8.     Pull  the  microfiche  carrier  toward  you.     A  row  of  letters  becomes 
visible  on  the  right  side  of  the  carrier.     These  letters  correspond  to  the 
lettered  rows  on  the  microfiche. 


-9- 
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9.  The  arrow  above  the  letters  is  the  row-indicating  arrow.  It  indicates 
the  row  of  images  currently  displayed  on  the  screen. 


?3 
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10.     To  the  right  of  the  row-indicating  arrow  on  the  side  of  the  machine 
is  the  focus   lever  or  focus  control.     Move  this  Jever  up  or  down  to  focus 
the  image  on  the  screen. 

Q3.     The  lever   to  the  right  of  the  row-indicating  arrow  on  the  side  of 
the  machine   is  the 

a.  focus  lever . 

b.  row-indicating  lever. 

c.  elevation  lever. 

d.  elevation  control  lever, 
e . 
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11.     Each  sheet  of  microfiche  contains  a  frame  location  number.     This  nunber 
appears  in  the  upper  left-hand  corner  of  the  frame  and  consists  of  a  letter 
(for  the  row  of  images)  and  a  two-digit  nunijer  (for  the  column  of  images). 
'*J0A"  is  the  frame  location  pictured  above.     The  letter  "J"  is  below  the 
row- indicating  arrow,  and  the  number  "04"  is  in  the  column  index  window. 

QA.     The  letter  in  a  frame  location  number  represents  the  row  of  images. 

a.  True 

b.  False 

25 
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INDEX 

EYE  READABLE  HEADER  LINE  HERE 


ALL  +  TYPES  CAN 
HOLD  270  IMAGES 


12.  The  microfiche  used  in  Che  Supply  Career  Field  contains  supply 
publications.     These  microfiche  include  the  following  similarities: 

All  measure  A  X  6  inchps . 

All  can  contain  a  maximum  of  270  images. 

All  have  a  subindex  in  the  bottom  right-hand  comer. 

All  have  a  header  line  which  can  be  read  without  !-he  machine 

and  contain  the  fiche  number  at  the  far  right. 
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TWO  INDEXES 
HERE  8  HERE  ^ 


ONE  INDEX  HERE 


13.     Supply  publications  differ  in  format  and  content.     Some  microfiche 
contain  one  index  while  others  have  two.     The  header  line  may  also  differ 
from  one  publication  to  another. 


Q5.     The  index  on  a  microfiche  sheet  may  be  located  in  the 

a.  top  left-hand  corner  only. 

b.  top  left-hand  and  lower  right-hand  corners. 

c.  lower  right-hand  corner  only. 

d.  lower  left-hand  corner, 
e. 
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U.    Now  put  your  knowledge  of  the  reader  and  the  microfiche  to  work. 
You  will  learn  to  put  a  sheet  of  microfiche  in  the  reader  and  find  frame 
locations  for  supply  daU. 
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15.     INSERTING  FICHE 

To  insert  the  fiche,   turn  the  control  knob  until  the  letter  "S" 
(meaning  start)  appears  in  the  column  index  window. 

Q6.  To  properly  insert  a  sheet  of  microfiche  the  microfiche  reader 
the  letter  "S**  should  be  in  the  column  index  window. 

a.  True 

b.  False 

2.9 
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It.  Select  a  sheet  of  fiche  from  the  box.  Hold  the  fiche  so  you  can 
read  the  header  line  from  left  to  right. 


17.  Take  hold  of  the  top  right-hand  comer  of  the  fiche  with  the  thumb 
and  forefinger  of  your  left  hand. 
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18,  Turn  the  fiche  counterclockwise  until  the  hearlnr  Ime  is  at  the 
bottom  of  the  fiche  and  still  facing  you. 
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21.     While  turning  Che  control  knob  counterclockwise  with  your  right 
hand,  gently  push  the  fiche  into  the  machine  with  your  left  hand.  This 
engages  the   fiche   in  the  film  drive  rollers  and  pulls  the  fiche  into 
the  machine. 


-21- 


001-02-01-02 

()()2-nl-()6-02 


ERIC 


34 


22.     Push  the  on-off  switch  to  the  "ON"  position  and  focus  the  image. 
The  fine  line  across   the  middle  of  the  screen  is   the  line   finder.  Move 
the  control  knob  in  or  out  until  the  desired  information  is  directly 
above  the  line  finder.     The  line  finder  enables  you  to  read  straight 
across  the  fiche. 


Q7.     What  enables  you  to  read  straight  across  the  fiche"^ 


a.  Magnifying  screen. 

b .  Word  f  inder  . 

c.  Line  finder. 

d.  Line  control, 
e . 


3 
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Subindex  in  posiLion  0  18 


23.     The  illustration  abo>fa  shows  the  location  of  the  sub-Index.     To  find 
it  on  Che  fiche  you  have  in  the  machine,   pull  the  control  knob   toward  you 
until  Che  leccer  "O"  is  direccly  below  the  row- indicating  arrow.     Then  turn 
Che  concrol  knob  coancerclockwise  uncil  Che  number  "18"  appears  in  Che 
column  index  window.     The  sub-index  should  be  picCured  on  the  screen. 
Reaember  to  use  this  procedure  to  find  the  sub-index  on  all  types  of  fiche. 
However,  keep  in  mind  one  face;  whet^ever  you  use  the  microfiche  reaaer. 
there  is  the  possibility  chac  Che  numbers  and  letters  on  your  machine  may 
not  be  exaccly  synchronized  with  Che  individual  frames  on  the  microfiche 
sheets  themselves.     So  when  Crying  •lo  locaCe  "018."  ic  may  be  necessary 
to  jiggle  Che  concrol  knob  slighcly  up  and  down  or  right  Co  lefc  in  order 
CO  exaccly  pinpoinc  "018"  on  Che  screen. 
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24.     You  will  use  the  microfiche  reader  in  future  lessons.     If  you  are  not 
sure  that  you  can  operate   it  correctly,   go  over  the  lesson  again.     Once  you 
are  sure  you  can  operate  the  machine  correctly,  display  the  subindex  on  the 
screen.     Have  your  instructor  check  your  work  before  you  proceed  to  the  next 
lesson . 


2  •/ 


-2A- 


ERIC 


001-  02-01-02 

002-  01-04-0? 


Answers  to  questions  in  the  text. 

1.  c 

2.  b 

3.  a 
A.  a 

5.  b 

6.  a 

7.  c 
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ILLUSTRATED  PROGRAMMED  TEXT 

002-01-06-02 

Technical  Training 
Materiel  Facilities  Specialist 
STANDAKD  BASE  SUPPLY  SYSTEM 


0(  t  ohcv  vni 


ViOOrh  TFCHNICAL  TRAINING  WING 
Vt^iOMi  Technical   I  raining  Group 
i  f)wry  Air  force   Base,  Colorado 

Study  Guides  (SGs),  Workbooks  (WBs).  Studv  Guide  and  Workbook  (SW), 
Programmed  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses      They  are  designed  to  guide  you  through  your 
study  assignrr^nts  in  the  TOSt  logical  sequence  for  easy  understanding 
Answer  sel f -eva 1 ua 1 1  on  questions  and  complete  each  problem  or  work  assign- 
n«nt  in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch  IPT  G3ABR6^531  000 

Lowry  Air  Force  Base,  Colorado  October    197  7 


STANDARD  BASE  SUPPLY  SYSTEM 


SCOPE 

In  this  lesson  you  will  learn  basic  facts  about  the  computer  system 
used  throughout  the  world  by  the  Air  Force — the  UNIVAC  1030-11.     Using  it 
allows  Base  Supply  to  store,  maintain,  and  retrieve  information  unmed lately 
and  produce  all  output  products  necessary  to  manage  a  Ba  .e  Supply  system. 


OBJECTIVES 

1.  Match  a  coltunn  which  contains  computer  components  and  support 
equipment  with  a  second  column  containing  their  piarpose ,  function,  or 
operation.   (Pages  2  through  1^0 

2.  Given  partially  completed  statements  which  identify  facts  about 
basic,  detail,  or  support  records,  choose  or  enter  the  word  or  words  to 
complete  each  statement.   (Pages  15  thro^jgh  20) 

3.  Identify  the  purpose  and  use  of  work  listings  and  suspense  iilcs 
by  selecting  or  entering  words  to  complete  statements.   (Pages  20  through 
22) 

DIRECTIONS 

To  complete  this  lesson  you  will  need  this  illustrated  programmed  text, 
AIS  Module  Test  Form  //I,  and  a  sheet  of  scratch  paper.     Use  the  scratch 
paper  to  answer  the  questions  in  the  text.     The  key  to  the  correct  answers 
for  questions  in  the  text  is  available  at  your  instructor's  desk.  Be 
sure  to  ask  your  instructor  for  help  if  you  have  any  problems  with  the 
material . 


Supersedes    iPT  002-01-07-03  dated  30  May  1:^75 
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m  parlier  tunes  when  life  was  slower,  working  with  data  was  no  problem 
because  there  wasn't  that  much  to  keep  track  of.     In  our  fast-paced  world 
however,  there's  far  too  much  information  to  bo  managed  by  hand.  Corpora- 
tions, manufacturers,  banks,  chain-stores  and  airlines  must  use  computers 
for  recording  sales  transactions,  orciering  and  accounling  for  supplies, 
preparing  personnel  payrolls,  scheduling  flight  reservutioius,  and  preparing 
management  reports.     No  bir.  business  today  could  function  etficiently  with- 
out using  automated  data  processing  methods. 


The  United  States  Air 
Force  is  one  of  the  largest 
businesses  in  the  world.  It 
must  control,  maintain,  and 
account  for  aircraft,  missiles, 
property,  and  material  worth 
millions  of  doll<irs. 


To  do  this.   Base  Supply 
uses  the  UNIVAC  1050-11  Real 
Tune  Computer  System.  It's 
purpose  is  to  receive,  store, 
and  process  data,  and  furnish 
output  proQucts.     "Real  Tune" 
moans  }:he  computer  can  process 
a  tran, action  (change)  as 
soon  .is  the  data  is  inpxit  and 
report    ihv.  effects  of  the 
transaction  ijnmcdiately .  In 
short  ,   the  rrtfn[)utcr  acts  and 
respt>nds   i  nst  antly  . 
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The  Supply  Systems  Branch  is  responsible  for  operating  and  maintaining 

the  computer  and  its  support 
equipment.    Personnel  in  the 
Automatic  Data  Processing 
Machine  (ADPM)  room  operate 
the  computer,  and  personnel 
xn  the  Punch  Card  Accounting 
Machine  (PCAM)  room  operate 
the  support  equipment.  While 
Materiel  Facilities  personnel 
do  not  work  in  ADPM,  you  must 
be  familiar  with  how  ADPM 
operations  v^ffect  the  operation 
of  Base  Supply. 


Before  wo  r.o  i  ni  u  I  ho  m.ikoup  nl   ihe  computer,  there  are  two  tern^s 
I  ("usi    learn.     Ihi-se  I  orm^  wiJi   be  used  throup.hout  the  course. 

,1.     Iiij^ut:     dai  I  you  put   ini  o  the  uMiiputcr  by  using  either  punched 
f'Tnls  oi    a  (lovuo  vory  smiil.u   to  a  typewriter. 

Outpui  :     flat  a  \ (_niiii)ui  or   pu I  s  out  on  cards  or  paper  forms. 


Nfiw  .uo.wri    a  <n.ipl<'  ni    (|UoJ  inn-,  nn  \\\r  material  covored  thus  far- 
K,M,.r(l  yuur  M'.pnn  .    J. MM   oi    soiatch  paper.     Be  sure  to  check  your 

.,n.w(^i'.  ar.airo.t    Mio    m-.w^M    Wr,    Li  iliMi  at   ycnir   instructor  •  s  desk  . 

r^l.     lh(^  pui-pn.r  n!    n.(^  liNIVAr.  lOSO-ll  Real  Tune  Computer  System 

I  , 


Q  ' 

( 


WlK^n  \hr  (oniHitri    piovi.K-s  i  nfomialion  on  forms  or  punched 


II  tho   fonro;;   and   t  ar<l  >  aro  im11o(] 


i 
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AUTOMATIC  DATA  PROCESSING  MACHINE  (ADPM)  UNIT 


Thi  s  is  I  he  conipu  I  or  room  . 
Here  coiiipoiienl  s  (parls)  nl   I  ho 
compu  lor  work  I  or.oltn^r  I  o  pi^ocoss 
information  i  nput    to  Hio  cunipu  l  or  , 
porfom  ar  1 1  luiiot  1  c  coniput  at  lotib , 
chan{;,o  rocorcK,   sLorc  mi oniiat  ion, 
and  ou  l  jni  t    i  ii{  onnal  i  on  .     Simw  of 
I  ho  cornjioiuMit      .u     U'.(m|   [or  i  npul  , 
SOTTlO    for    (Ullpiil  ,    .ukI  to 

procos*.  or  '.I  oiM'  (lai  a  . 


The  computer  room  must  always  be  kept  very  clean,  dry,  and  quite 
cool.     To  make  sure  it  is,   ciir  filtoi^s,  air  conditioning^,  and  humidity 
controls  are  located  in  the  comfxiter  room.     Internal  i)arts  of  the  oquii>- 
ment  are  very  sensitive  too,  and  easily  damaged  by  dirt  or  dust,  excess 
heat,  or  moisture.     Only  authorized  pooplo  are  allowed  m  the  comjxiter 
room . 


This  1  Hu  si  rati  on  sliows 
I  wo  more   impor  I  an  I    pt)  i  rit  s  you 
must  romemU'r.  Soniotimos 
computer   is  "down"  tor  main- 
tenance or  IS  Ix'inc  used  to 
process  special  reports.  Durinp, 
these  tunes ,  you  will  not  be 
able  to  use  it;   it  will  have 
1)0  en  Proper  ammo  d  not  to  accept 
inputs.     The  computer  is  said 
lo  Ix'  "off-lino"  when  it    is  not 
ar  (  (^pl  1  III',  iiipijt:,  and  "in-lino" 
duriM/;  normal  times  whon  ir 
dot's  arr^opt  iriiKits- 
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1  I  ir    I  M     I    I  oiii|  )()in'  n  I    (1 1     I  Ih> 
V  ^  ini]  >i  t  1         wi  '  I  1    il  1   .1  It  I  III*' 

(  t  »i  I  .V  >  U'    I'  mi'  1  .       i  I  h     (on   » >  h 
i'liu'l    IS  PI  uiiu'd   l»y  ()^r)X>  (  uiii|HiU^r 
l>t'  1  '.onno  1  .      1  \\r  urn  t   in  llio 
iirJit   border  of  the  picture  tells 

computer  operator  what  pro- 
cessing, actions  the  computer  is 
performing  and  what  units  in 
the  computer  system  are  not 
working.     He  is  sitting  at  a 
special  typewriter  which  he 
uses  to  input  messages  to,  and 
receive  answers  back  from,  the 
computer.     Consequently,  the 
coribolr  is  both  an  i  np<.i  I  and 
(Hi  t  pj  t  device. 

II,..  I '  (IK  1     OH  <  iM    .<  M '  iho  Main  Lifu^  PTiuter.     It    pt  1  nl  s 

ii,,j,,.ij.,>i,.r  III    I  epoM       Hid   1  1      1  nj      I  I  Oil'   1  id  f)niial  1  r)ri  stored  within  the  cominiter. 
I  {    1 .1  1  111     11 1)  I  o  /  ^il)  1  i  'p •  .  (>\    1  M i  oi  .  it  1  on  pe f   iiii  nu Le  .     1  he  pr mt  er  is  cal  led 
,1   line  pi  inter   In^.ui.e   ,1        :  c'       i  <<)iiii»leie  line  ul   inlorrnation  at  a  tijiie. 
A<.  \(,n' ve  pi  (il)nl»r     .  1  I  e  t.l\    i  1  f  ill  ed  o.  it  ,    it's  an  ou  ti>ut  device,   and  you  '  11 
be  nsiiii*    'f^'"^'         'be  I   in\    li  .Mii,'     \\  i>roducos. 


[  iie  next  coi:iponent  located 
in  the  (oinjMiler  r  )om  is  the 
Central  Processor.     It  is  the 
control  center  of  the  computer 
system.     It  contains  the 
circuiiry  for  the  logic  and 
arithmotic  operations,  a 
memory  storage  area,  and  the 
pow(^r  supply  for  the  system. 
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This  picture  shows  a 
Punch  Card  Accounting  Machine 
card,  or  PCAM  card  for  short. 
You'll  be  working  with  a  lot 
of  these.     As  you  can  see, 
they  have  small  holes  punched 
in  them.    When  these  cards 
are  put  into  the  Main  Card 
Reader,  electric  sensors  "read" 
the  canbination  of  holes  and 
transmit  the  informaticn  to 
the  central  processing  part 
of  the  computer. 


The  Main  Card  Reader  is  called  "main'*  because  there  is  another  card 
reader  located  outside  the  computer  room;    we'll  talk  about  it  later. 


Now  then  ...  is  the  Main  Card  Reader  an  input  or  output  device? 
Since  It  only  receives  information  on  cards  and  does  not  give  anything 
back  It  has  to  be  an  input  device,  right?  Right. 


Don't  confuse  the  Card 
Reader  with  the  Card  Punch. 
Their  jobs  are  opposite.  The 
Card  Punch  takes  information 
stored  in  the  computer  and 
punches  ihis  information  into 
PCAM  cards.     The  punched  cards 
are  used  for  several  ]obs  in 
Base  Supply.     You  will  learn 
about,  some  of  the  .so  later. 
Since  the  Card  Punch  draws 
information  from  the  computer 
and  gives  it  to  yf)U ,   it  is  an 
ou tpu t  device. 
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The  File  Loader  is  used 
as  both  an  input  and  (XJtput 
device.    It  can  give  the 
computer  information  to  process 
and  it  can  put  back  information 
that  has  been  lost  or  erased 
frcni  computer  memory.  The 
File  Loader  also  records 
information  about  computer 
transactions  on  magnetic  tape, 
to  be  used  as  a  backup  in  case 
there  is  a  major  malfunction 
within  the  computer  and 
information  is  lost  or  destroyed, 


The  '•memory"  of  the  computer  is  the  Disk  Sub-System,  a  small  unit  with 
one  or  two  double  disk     storage  units,  kind  of  like  phonograph  records. 
Each  disk  pack  has  20  recording  surfaces  to  store  almost  70  million 
characters  of  information.    The  wtiole  sub-system  may  be  carried  from  one 
place  to  another  as  easily  as  a  lunch  box. 

As  stated  earlier,  you  will  never  work  in  the  ADPM  computer  room  yourself, 
but  you  will  be  using  computer  products  output  there,  and  all  your  inputs 
will  go  there.     Knowing  how  the  computer  components  work,   separately  and 
together,  will  give  you  a  better  understanding  of  how  a  Standard  Base 
Supply  System  functions  and  an  appreciation  of  the  work  the  system  saves 
you . 
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Match  the  ADPM  components  in  the  left  column  with  their  functions 
in  the  right  column. 


Q3. 

Card  Punch 

a. 

used  as  an  information  back-up 

Q^. 

File  Loader 

b. 

reads  punched  holes  in  PCAM  cards 

Q5. 

Main  Line  Printer 

c . 

the  computer's  '^memory" 

Q6. 

Disk  Sub-System 

d. 

jxinches  information  holes  in 

PCAM  cards 

Q7. 

Main  Card  Reader 

e  • 

produces  management  reports  and 

list  ings 

Match  the  ADPM  components 

in  the  left  column  with  their  input/output 

t)ility  in  the  right  column. 

Q8. 

Main  Line  Printer 

a. 

input  only 

Q9. 

Main  Card  Reader 

b. 

output  only 

QIO. 

File  Loader 

c . 

both  input  and  output 

Qll. 

Card  t'unch 

d. 

neither  input  or  output 

Q12. 

Console  Panel 

The  components  we  have  covered  thus  far  are  all  located  _in  the 
computer  room.    There  are  two  devices  connected  directly  to  the  computer 
which  are  located  ou t s ide  the  computer  room.     Because  you  will  use  these 
devices  often,  let's  examine  them  closely. 
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Do  you  notice  that  tx5th 
these  devices  have  the  word 
"remote**  in  their  names? 
Remote  means  away  from  or 
separated  from.     In  this  case, 
it  means  that  these  two  devices, 
although  connected  to  the 
computer,  are  physically  located 
away  from  it,  sometimes  a  few 
miles. 


There  are  several  Remote 
Keyboard  Printers  in  Base  Supply, 
located  in  places  where  they 
are  used  many  times  each  day. 
One  IS  located  in  the  Receiving 
Section  of  the  main  warehouse 
while  another  one  is  located 
in  the  warehouse  Storage  and 
Issue  Section.     These  places 
are  manned  by  Materiel  Facili^ 
ties  personnel   .    .   .  you. 


The  Remote  Keyboard  Printer  is  basically  a  typewriter  with  special 
keys  and  buttons  added  to  communicate  with  the  computer.     You  can  type 
an  input  to  the  computer  and  receive  an  answer  back  frcn  the  computer 
immediately.     Therefor^,   it        both  an  input  and  output  device.     You  will 
have  a  special  lesson  and  lots  of  practice  on  the  Remote  Keyboard  Printer 
in  the  next  block  of  instruction  and  in  the  practical  application  in  Block 
Five  ,     1 1  *  s  funi 
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Che  computer  for  processing,  primarily  in 
Supply  warehouse. 
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The  second  unit  located 
outside  the  computer  room  is 
the  Remote  Card  Reader.  This 
unit  is  used  with  a  Remote 
Keyboard  Printer.     It  has  the 
same  capability  as  the  Main 
Card  Reader  located  in  the 
computer  room.     It  s'^nply 
reads  the  combination  of 
holes  punched  in  PCAM  cards 
and  transmits  the  information 
to  the  computer.    The  Remote 
Card  Reader  is  not  used  with 
every  Remote  Keyboard  Printer. 
It  is  used  only  where  the 
information  from  large  quanti- 
ties of  PCAM  cards  is  fed  into 
the  Receiving  Section  of  the  Base 


When  punched  PCAM  cards  are  processed  through  the  Remote  Card  Reader, 
the  computer  answers   back  on  the  Remote  Keyboard  Printer  connected  to  the 
card  reader.     It  usually  iclls  you  to  take  some  type  of  action.  Since 
you  are  a  645X1,   the  Remote  Card  Reader  is  another  device  you  must  be  able 
to  operate.     There's  a  lesson  on  the  Remote  Card  Reader  in  the  next  block 
of  instruction. 


See  if  you  can  match  the  functions  in  the  left  column  with  the  piece 
of  equipment  \n  the  right  column.  Scxne  alternates  may  be  used  more  than 
once  or  not  at  all. 


Q13.  Input  only 

Q16.  Reads  PCAM  cards 

Q15.  Ou^p^Jt  only 

Q16.  Used  only  with  the 

Renolc  Keyboard  Printer 

Q17.  Input   and  Output  device 

Q18.  Basically  a  typewriter 


Card  Punch 

Remote  Keyboard  Printer 
Remote  Card  Reader 
PCAM  cards 
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PUNCH  CARD  ACCOUNTING  MACHINE  (PCAM)  UNIT 


The  PCAM  room  usually  adjoins  ADPM  because  it  contains  four  pieces  of 
equipment  used  to  support  the  computer.    These  four  items  are  called, 
logically  enough,  support  equipment.    They  prepare  inputs  or  process  out- 
puts in  different  ways.    Their  names  will  tell  you  what  they  doj  Keypunch 
Machine,  Interpreter,  Card  Sorter,  and  Decollator. 

The  Keypunch  Machine 
prepares  PCAM  cards  for  input. 
This  machine  is,  like  the 
Console  Typewriter  and  Remote 
Keyboard  Printer,  basically 
a  typewriter  with  special 
keys  and  buttons  added.  The 
difference  between  the  Key- 
punch Machine  and  a  typewriter 
is  that  where  the  typewriter 
prints  letters  and  numbers  on 
a  page,  the  Keypunch  Machine 
punches  a  special  ccambinat ion 
of  holes  in  a  PCAM  card.  Do 
you  remember  which  computer 
component  can  read  these  holes? 
The  Card  Reader,  you  say? 
You're  right! 


There  arc  many  Keypunch  Maclanes  on  an  Air  Force  base.     One  is  always 
in  PCAM,  of  course,   but  there  arc  several  on  an  aircraft  flight  line,  in 
Accounting  and  Finance  Section,  in  Civil  Engineering  and,  most  important 
to  you,  in  the  Receiving  Section  of  a  Base  Supply  warehouse.     I  can  hear 
you  thinking  "The  warehouse?    That's  me!     Another  machine  for  me  to  use'^" 
Yes  indeed  ...  a  separate  lesson  and  lots  of  practice  in  Block  II  and  in 
Che  practical  application  in  Block  V,     It's  an  interesting  machine. 
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A  second  piece  of  support 
equipment  in  PCAM  is  the 
Interpreter .    The  comjxiter  can 
read  holes  in  cards,  hut  most 
people  must  read  printed  mater- 
ial.   Certain  jobs  in  Base 
Supply  call  for  punched  PCAM 
cards,  txit  bt^cause  people  have 
to  use  the  cards  to  do  the 
job,  they  must  be  able  to  read 
the  cards.    The  Interpreter 
solves  this  problem.  When 
punched  cards  are  fed  into  the 
Interpreter,  it  reads  the  holes 
interprets  or  translates  them, 
and  prints  the  information 
across  the  top  edge  of  the 
card . 


A  third  piece  of  support 
equipment  in  the  PCAM  room  is 
the  Card  Sorter*    As  it's 
name  says,  it  sorts  cards  into 
whatever  group  you  set  the 
machine  for.     You  can  load 
the  machine  with  cards  in  one 
kind  of  sequence  or  order,  and 
end  up  with  them  sorted  into 
the  groups  you  need. 
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If,  for  example,  you 
needed  the  cards  sorted  accord- 
ing to  their  warehouse  location 
so  you  can  inventory  warehouse 
supplies,  the  machine  would 
be  set  to  sort  a  mixed  stack 
of  cards  in  warehouse  location 
sequence . 


Most  computer  listings  and  reports  are  output  in  four  copies  with 
carbon  paper  between  tlie  copies  to  print  on  all  four  sheets.     The  sheets 
also  run  continuously,  with  perforations  at  intervals  to  tear  the  sheets 
apart  (like  a  gaint  roll  of  paper  towels).     To  take  the  four  copies  apart 
and  take  out  the  carbon  paper  by  hand  would  take  many  hours  and  leave  both 
you  and  the  paper  smudged  with  carbon.     The  Decollator  does  this  job 
quickly  and  cleanly.     To  "collate"  sonetning  means  to  put  it  together,  so 

T  "decollate"  means  to  take  it  apart. 

I 


By  weaving  the  various 
copies  of  an  output  listing 
over  the  rollers  on  top  of 
the  Decollator,  the  machine 
will  spparate  the  copies  and 
drop  each  copy  into  a  separate 
bin.     The  carbon  paper  for 
each  copy  is  dropped  into 
other  bins. 
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This  concludes  the  inforiDation  you  must  know  about  computer  components 
and  support  equipment  for  the  present.     You  should  be  able  to  name  each 
one  and  state  its  basic  function.    Knowing  its  function  should  then  tell 
you  whether  it  is  an  input  or  output  device.    A  quick  matchinp,  test  will 
let  you  know  what  you  may  need  to  review. 

Match  the  equipment  in  the  left  column  with  its  function  in  the  rl[^ht 
column. 


Q19. 

Keypunch  Machine 

a. 

sorts  cards  into  sequence 

Q20. 

Card  Sorter 

b. 

separates  listin|>s  from  carbon 

paper 

Q21- 

Interpreter 

translates  punched  holes  and 

c  . 

Q22. 

Decollator 

prints  across  top  edge  of  card 

Q23. 

Main  Line  Printer 

d. 

Prints  management  products 

and  listings 

prepares  PCAM  cards  for  inpxit 

Now  chcose  the  word  in  parenthesis  which  will  make  the  sentence 
correct . 

Q24.     The  items  located  in  PCAM  arc  called  (computer  components/ 
support  equipment  )  . 

Q25.     If  the  computer  is  not  accppting  inputs,  it  is  sai'l  to  be 
( 1 n-linG/of f-line) . 

Now  that  you  know  a  little  about  the  computer  and  its  support  equip- 
ment, let's  learn  about  the  kinds  of  records  used  in  a  Standard  Base ^Supply 
System.     There  are  two  types  of  record s---i_nternal  and  external.  We'll 
take  each  one  separately. 
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INTERNAL  RECORDS 
kl^ds  of  in«r..l  r.cords-£asic,  derail.  "1  SmSIl- 


Internal  Record 


Basic 


Detail 


Support 


BASIC  RECORDS.     The  two  basic  records  in  the  computer  are  the  i£ein 
are  used  for  once  we  define  them. 

The  item  record  is  the  most  important  internal  record  in  Base  Supply. 
There  is  an  item  record  for  every  item  of  supply  used  on  an  Air  Force 
base      If  an  item  record  is  not  loaded  in  the  computer  for  an  item,  a 
transaction  on  that  item  will  not  process.     How  could  the  cor>puter  process 

nfoma    on  on  an  item  it  never  heard  of?    Additionally,  an  item  record 
must        loaded  before  any  other  record  can  be  established  for  the  same 
xtem      The  item  record  contains  all  the  infoimation  necessary  to  manage 
an  item.     A  few  of  the  more  unportant  data  elements  are  as  follows. 


DATA 


DESCRIPTION 


National  Stock  Number 
(1560-00-395-1454) 


A  number  assigned  to  an  item 
which  positively  identifies  it 
just  as  your  social  security 
number  positively  identifies 
you.    An  item  record  is  located 
on  the  internal  records  by 
stock  number. 


Routing  Identifier 

(S9I  ) 


Identifies  the  source  of  supply 
for  the  item. 
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ERRC  Designator 
(XB3) 


This  code  means  Expendabili ty , 
Recoverability ,  Reparability, 
Cost  Designator.     It  identifies 
whether  or  not  an  item  can  be 
repaired  and,   if  so,  who  repairs 
It . 


Nomenclature 
(nut,   self -locking ) 


The  name  of  the  item. 


Warehouse  Locati. 
(01A016B  006) 


This  IS  the  exact  location  in 
a  warehouse  where  rhe  item  is 
stored . 


Right  now,  these  names  and  numbers  mean  little  to  you.     Before  you 
graduate  however,  you  will  know  not  only  how  to  break  down  and  interpret 
these  five  data  elements,   but  you  will  also  learn  many  more.     It's  a 
ni<"e  feeling  of  accomplishment  to  be  able  to  recognize  a  strange  number 
and  explain  the  different  parts  that  make  it  up. 


Reirember,  the  item  record  must  bo  loaded  for  an  item  before  (1) 
any    )ther  record  can  be  loaded  for  it  or  (2)  a  transaction  will  process 
for  it. 


t 


Before  goinp.  on  to  repair  c>cl*^  records,  answer  a  few  questions  on 
the  material   lust  covered. 

Q2^».     Bdsic,  detail,   and  support   records  are  what  type  of  records? 

Q27,     Tb':^  two  basic  records  are  and   . 

Q28,     Tl-ie  niost  important  internal  record  is  the   . 


Q29.     Item  records  are  located  on  the  computer  by 


55 


l(< 

0O2-01-OC-02 


The  repair  cycle  record  is  created  ro  store  repair  cycle  data  on 
items  which  can  be  repaired.    The  Air  Force  uses  thousands  of  different 
types  of  items.    Each  one  is  examined  thoroughly  to  decide  if  i::  can, 
or  should,  be  repaired  when  it  fails  to  work  properly.    You  wouldn't 
try  to  repair  a  broken  bolt,  but  you  would  certainly  try  to  repair  an 
aircraft  radio.     Items  which  can't  be  repaired  are  assigned  an  ERRC 
designator  beginning  with  XB.     Items  that  can  be  repaired  are  assigned 
ERRC  designators  beginning  with  XD  or  XF.    (These  designators  are  explained 
more  thoroughly  in  lesson  5  of  this  block). 


You  learned  a  few  pages  back  that  ERRC  designators  are  loaded  on  the 
item  record.    When  ERRC  designators  beginning  with  XL  or  XF  are  loaded  on 
the  comr.uter,  the  computer  automatically  establishes  a  repair  cycle  record 
for  the  Item.    Information  contained  on  the  repair  cycle  record  is  used 
by  the  cc-nputer  to  compute  stock  control  levels.    This  record  also  main- 
tains information  about  the  repair  capability  of  XD  and  XF  items  as  well 
as  the  activity  responsible  for  restoring  unserviceable  XD  and  XF  items 
to  a  serviceable  condition.    You'll  learn  more  about  repair  cycle  items 
later. 


This  is  all  you  need  to  know  at  present  about  the  repair  cycle  record. 

Answer  the  following  questions  to  make  sure  you  have  a  good  knowledge  of 

the  material  covered  this  far.    Record  your  answers  on  a  sheet  of  ^-xratch 

paper.    Don't  forget  to  check  your  answers  against  the  answer  key 

Q30.    Repair  cycle  items  are  assigned  ERRC  designators  beg   ining  with 
 or  . 

Q31.     Repair  cycle  items  (can/cannot)  be  repaired. 

Q32.    When  XD  or  XF  ERRC  designators  are  loaded  on  the  computer,  the 
computer  automatically  establishes  a 


Q33.    Repair  cycle  records  and  item  records  together  make  up 
records . 


Now  let's  learn  a  little  about  the  second  kind  of  internal  record, 
detail  records. 
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Detail  records  can  best  be  described  as  extensions  (continuations) 
of  item  records.    They  identify  supply  processing  actions  being  performed 
on  an  item.    The  computer  au tanatically  establishes  detail  records  when 
certain  transactions  are  processed.    When  detail  records  are  no  longer 
required,  they  are  deleted  from  the  computer. 

There  are  several  different  types  of  detail  records.    To  see  now  they 
are  used,  let's  cover  one  kind  of  supply  action  which  causes  detail  records 
to  be  created. 

When  a  customer  requests  an  item  of  supply,  the  request  is  input  to 
the  computer.    The  computer  knows  how  many  items  are  supposed  to  be  stored 
in  the  warehouse.     If  there  are  not  enough  items  to  fill  the  request,  the 
computer  will  automatically  create-  a  due-out  detail  record  for  that  stock 
number.     The  item  is  thus  due -out  from  supply  to  the  customer. 

If  our  customer  wants  an  item  we  don't  have,  obviousl^    ^e  must  get  it 
for  hiin.     In  most  cases,  the  computer  automatically  requisitions  (orders) 
It  from  the  source  of  supply  that  buys  and  stocks  the  item.  Pulling 
information  from  both  the  item  record  and  due-out  detail  record,  the 
computer  prepares  a  requisition  to  be  forwarded  to  the  source  of  supply. 
At  the  same  time,  it  also  prepares  a  due-in  detail  record  to  show  that 
the  Item  requisitioned  is  on  order  and  due-in  to  Base  Supply  from  the 
source  of  supply.    When  the  item  is  received,  the  due-in  detail  record 
will  be  deleted.     When  the  item  is  issued  to  the  customer,  the  due-o\jt 
detail  record  is  deleted.     You  can  see  how  detail  records  are  established 
for  a  certain  lob  and  then  deleted  when  that  job  is  done. 

In  a  later  block,   yo\i  will  actually  process  due-in  and  duo-out  iL^^nis. 
Knowing  liow  the  computer  processes  them  will  make  your   lob  more  mean irinfu  1 
to  you.     Lot's  see  how  well  you  absorbed  this  information  by  select  mi; 
the  word  in  parenthesis  which  makes  the  sentence  correct. 

Q3^4.     Detail  records  are  establjshrd   lor  specific   transactions  and 
are  (  converted/do  le  tod /u  pda  ted  )  when  no  lonf^cr  required. 

Q  35  .     ^  n  1  I  em  rcqn  i  si  ti  onod  from  a  'source  oi    siippl>    is  called  a 
( duo- 1 n/ duo-oo  t  ) . 
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Q36.    A  supply  item  owed  to  a  customer  is  called  a  (due-in/due-ou t/ 
requisiti  on) • 

Q37.    A  detail  record  is  an  (internal/external)  record. 

You  now  know  about  two  kinds  of  internal  records  basic  and  detail. 

There's  only  one  left  to  learn  about  support  records. 


Komombor  t  hc^ro  arc  only  two  basic  records,  but  several  detail  records. 
Howovcr,  ihoro  aro  numy  support  records  established  to  do  just  what  their 
name  says ...  support  supply  actions  in  a  particular  way.     Information  on 
support  records  is  r,athered  froni  basic  and  detail  transactions  and  the 
information  is  printed  on  reports  and  listings  so  personnel  can  better 
manage  the  Base  Supply  account.     Some  support  records  are  established 
when  the  computer  is  installed  and  used  the  first  time.    The  reject  notice 
record  is  one  of  these  and,   since  you'll  find  it  to  be  a  most  helpful 
record  in  the  future,  we'll  talk  about  it. 


Remember  earlier  in  this  lesson  you  learned  that  ycxi  will  be  making 
inpi^its  to  the  computer  on  the  Remote  Keyboard  Printer.    All  inputs  must 
be  free  of  errors  or  the  computer  will  reject  themo     If  you  try  to  input 
information  and  the  computer  will  not  accept  your  input,  naturally  you'l 
want  to  know  why.    This  is  where  the  reject  notice  record  comes  in. 


The  reject  notice  record  is  basically  an  internal  list  of  phrases 
conccrninp,  errors  people  make  on  inputs.     If  your  input  has  an  error  on 
n,   tht^  compiiL(^r  will  tell  you  (using  one  of  these  plain  language  phrases) 
exactly  what  the  error  is.     You'll  have  a  lesson  on  rejects  and  how  to 
correct  them  later  in  the  coursi^. 


Match  the  characteristic  in  the  left  column  with  the  type  of  record 
in  the  right  column.     Be  sure  to  record  your  answers  on  a  piece  of  scratch 
paper  and  check  them  against  the  answer  key  at  the  instructor's  desk. 
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Q38.     An  internal  list  of 
phrase s  descr ibini^ 
input  errors. 

Q39.     The  most  important 
internal  record. 

Q60.  Established  for  specific 
tran-rac  tions  and  deleted 
when  no  longer  needed. 

Q41 .  The  reject  notice  record 
is  one  of  these  . 


a.  Detail  record 

b.  Item  record 

c .  Support  record 

d.  Reject  notice  record 

e.  Internal  record 


Q42.     Information  stored  inside 
the  computer. 


This  concludes  the  knowledge  you  need  at  present  concerning  internal 
records.     Now  let's  turn  to  external  records. 


EXTERNAL  RECORDS 

lust  as  internal  records  are   inside  the  computer,  external  records 
are  outside  the  computer.     External  records  are  work  1 ist ings  and  suspense 
files.     Since  you  will  be  working  with  both  of  these,   let's  look  at  some 
examples  so  you  can  see  how  they  are  used. 


Work  1  IS tings  are  produced  by  the  computer,  which  takes  the  information 
from  internal  records.     Using  the  listings  always  makes  running  Base 
Supply  easier,   but  there  arc  Limes  when  listings  are  essential  to  doing 
the   lob,   like  when  the  computer  is  down  for  maintenance.     To  illustrate 
how  a  work  listinp,  is  used,  let's  talk  about  one  of  the  most  important 
ones--the  Stock  Number  Directory. 


The  Stock  N\jniber  Directory  is  the  most  used  work  listing  m  Base 
Supplv.     It  IS  used  more  than  <iny  other  Ix^caiise   it   is  an  external  record 
of   the  internal   item  torords.     Remember  wo  said  the  item  record   is  the 
most  important  internal  record  because^  it  contains  <ill  the  essential  data 
necessary  to  manage  a  supply  item.     This  is  the  information  listed  on  i:he 
Stock  N\jmber  Directory. 
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If  Che  computer  is  off-line,  Base  Supply  must  still  support  its 
customers.     If  someone  requests  an  item,  paperwork  is  processed  by  hand 
to  issuo  the  item  to  hiiii.     If  you're  working  in  the  warehouse  when  the 
issue  requc;^t  for  the  itejii  comes  in,  you  would  look  up  the  stock  number 
in'lhe  Stock  Number  Directory,  check  the  name  of  the  item,  and  note  its 
warehouse  location.    Then  you  would  go  to  the  warehouse  location  and  pull 
the  item  to  issue  to  the  customer. 


Different  sections  in  Base  Supply  use  the  Stock  Number  Directory  for 
different  purposes.     You'll  be  using  it  and  several  other  work  listings 
later  in  the  course. 


Other  work  listings  you  will  learn  about  and  use  are  the  Daily  Document 
Register,  the  Daily  Transaction  Register,  and  the  Daily  Reject  Listing. 
They  are  all  external  print-outs  of  internal  records  (whether  basic,  detail, 
or  support)  and  furnish  a  great  deal  of  information  that  othervise  is 
available  only  in  the  computer. 


Of  the  two  types  of  external  records,  suspense  files  are  created  by 
p(^ople.     Suspense  files  are  used  to  insure  that  inputs  to  the  computer 
processed  correctly.     Let's  take  as  an  example  an  action  you  will  perform 
if  you're  assip.neci  to  a  warehou  se .  .  .  a  warehouse  location  change. 


At  times  you  will  have  to  store  a  new  item  received  on  base,  move  an 
Item  from  one  place  to  another  in  i:he  warehouse,  or  delete  a  location  no 
longer  required.    The  wareho^ise  location  of  all  items  must  be  on  the 
internal  records,  so  if  you  do  anything  to  add,  change^  or  delete  a  ware- 
house location,  you  must  inform  the  computer.     To  do  this,  you  will  pre- 
pare an  AF  Form  1991  in  two  copies-     Copy  one  will  be  input  by  the  Remote 
Keyboard  Printer  operator,  and  you  will  file  copy  two  in  a  suspense  file. 
The  following  day  you  must  check  the  suspense  copy  against  the  Daily 
Document  Register  to  insure  that  the  transaction  processed  and  the  internal 
records  were  changed.     If  the  input  processed,  you  can  destroy  the  suspense 
copy . 


If  an  inpul   fails  Lo  process,   it  will  not  show  up  on  the  Daily 
Doc\jinont  Rc'fustor.     In  that  case,  you  use  the  suspense  copy  to  prepare 
another  input.     You  will  learn  about  and  work  with  several  types  of 
suspense'  Tiles  later  in  the  course. 
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Suspense  files  are  also  very  important  in  Base  Service  Store  operations. 
You  will  learn  that  when  the  issue  request  has  been  compleit^d  and  signed, 
a  copy  of  It  is  kept  in  a  suspense  file  for  5  work  days.     This  allows  the 
the  customer  time  to  make  sure  that  he  has  been  charged  correctly  on 
internal  computer  records.     You  can  see  that  suspense  files  provide  a 
method  of  double  checking  the  computer  system.     Now  see  how  well  you  can 
answer  the  following  questions. 

Q43.     External  records  consist  of    and  suspense  files. 

The  most  used  work  listing  in  Base  Supply  is  the   . 

Q45,     Name  some  of  the  other  work  listings  you  may  be  working  with. 

Q46.     What  is  the  purpose  of  suspense  files? 


This  concludes  the  lesson  on  the  Standard  Base  Supply  S/stom.  Review 
those  portions  you  feel  unsure  of  and  take  the  lesson  appraisal  when  you 
have  a  thorough  understanding  of  the  material. 
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SlANfDAKD  BASE  Sl'Vri\  SVSIEM 
Block   I     Lesson  Six 

Answers  to  Questions  in  Text 


To  receive, 

score  ,   process  dara , 

and  fwrnish  output  products 

Q2. 

Oi  tpu  I  . 

Q20 

a . 

Q3. 

d  . 

Q21 

c . 

. 

.L  . 

Q22 

.  b. 

Q5 

O  . 

Q23 

.  d. 

c  . 

Q2U 

Support  equipment . 

I). 

Q25 

Off-line , 

Q8. 

Q26 

I nternal . 

Q9. 

Q27. 
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Programmed  Texts  (PTs),  ^nd  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  In  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assigninents  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign 
ment  in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
reta.ning  key  points  covered  in  material  you  have  studied. 
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March  1978 


REMOTE  KEYBOARD  PRINTER  OPERATIONS,  PART  ONE 


SCOPE 


The  lesson  group  dealing  with  the  Reiuote  Keyboard  Printer  is 
divided  into  a  knowledge  lesson  and  a  practical  lesson.     Th^s  text  and 
its  lesson  appraisals  will  help  you  understand  how  the  remote  is  used 
in  Base  Supply  operations.     In  the  second  lesson  (part  two),  which  the 
computer  will  assign  to  you  when  a  remote  is  available,  you  will  learn 
operating  procedures. 
OBJECTIVE 

Identify  facts  about  the  purpose  and  operation  of  the  Remote 
Keyboard  Printer. 
DIRECTIONS 

To  complete  this  lesson  you  will  need  this  t«xt,  a  sheet  of  scratch 
paper,   and  AIS  Module  Test  Form^.     Throughout  the  text  you  will  be 
asked  to  write  short  responses  to  statements  and  questions.     Do  so  on 
the  sheet  of  scratch  paper.     A  key  to  the  correct  answers  is  available 
at  the  instructor  station.     Use  it  to  check  your  work.     If  you  have  any 
questions  as  you  are  going  through  the  lesson,  be  sure  to  ask  one  of 
your  instructors  for  help. 

In  lesson  six    of  Block  I  you  learned  about  the  Standard  Base 
Supply  System  which  depends  on  the  UNIVAC  1050-11.     You  learned  about 
the  different  parts  and  functions  of  the  entire  computer  system.  In 
this  lesson  you  will  focus  more  closely  on  one  of  the  units  you  will 
be  using  the  most... the  Remote  Keyboard  Printer. 

  f^c 

Supersedes  PT  002-04-02-01,  April  1976. 


ERIC 


002-02-01-01 


55 

Do  you  reinember  what  its  function  Is  in  the  computer  system?  Well, 
coruild.r  its  name.    It's  a  printer  with  a  keyboard,  so  it's  similar  to 
a  typewriter.     It  is  also  located  away  from  the  computer  to  which  it  is 
•lectronlcally  connected,  so  it's  remote.    The  Remote  Keyboard  Printer, 
called  the  remote  for  short,  provides  tvo-way  communication  with  the 
computer;  that  is.  it  is  used  to  send  (input)  messages  to,  and  receive 
(output)  messages  from,  the  computer. 

The  face  of  the  remote  consists  of  a  keyboard  and  a  control  panel, 
as  you  can  see  from  the  figure  on  the  next  page.     If  you've  used  a 
typewriter  before,  you'll  notice  that  the  remote's  keyboard  is  very 
similar.    However,  besides  the  usual  character  keys,  the  keyboard  has 
special  function  keys  such  as  CTRL  or  RETURN.     Some  of  the  normal 
character  keys  also  have  special  functions.     Notice  that  the  D  is  also 
coded  EOT  (for  end  of  transmission),  and  the  L  is  coded  FORM  (and  is 
used  to  advance  the  fonns).     There  is  also  a  control  panel  consisting 
of  buttons  and  indicators  which  are  used  for  specific  functions  of  the 
remote.     You  will  become  familiar  with  some  of  the  special  keys,  buttons, 
and  indicators  in  the  practical  lesson. 

The  remote  operates  in  two  modes  (conditions):  in-line  and  off- 
line.    When  in-line,   the  remote  is  used  to  send  and  receive  messages 
from  the  computer.     In-line,   in  effect,  means  that  the  remote  and  com- 
puter are  connected.     When  the  remote  is  in  the  off-line  mode,  you  are 
unable  to  communicate  with  the  computer-vhich  means  you  cannot  send 
or  receive  messages.     In  the  off-line  mode,  simple  maintenance  can  be 
performed  on  the  remote  and/or  the  remote  can  be  used  like  a  typewriter. 


002-02-01-01 
2 


6G 


cn 


0®®®(D®©®®0O© 
©®®©©©0®©®®©© 

e®©©©©®©©©©© 

©0000©®®®0©0 

0 


o 


o 


REMOTE  KEYBOARD 


RTS    RHC  LCL 

o  o  o 


CONTROL 

PANEL 

RTS 

Request  To 

Send 

RHC: 

Remote  Has 

Control 

LCL. 

Local 

n 


57 

IN-LINE  OPERATIONS 
The  first  question  is  how  can  you  determine  whether  or  not  the 

Remote  Keyboard  Printer  is  in-line?    It's  easy!    When  in-line  with  the 

computer,  the  remote  produces  an  audible  clicking  sound  every  second. 

This  i»  called  polling.    When  the  remote  is  polling,  it  is  in-line  and 

ready  to  send  and  receive  messages  from  the  computer. 

When  you  do  input  a  message,  you  will  be  typing  from  one  of  several 
input  forms.    You'll  learn  mere  about  how  and  when  these  forms  are  used 
later  in  the  course,  but  let's  take  a  quick  look  at  theu  now.    Look  at 
the  three  figures  on  the  following  pages.    You'll  notice  that  although 
the  AJ  Form  2005,  AF  Form  1991,  and  AF  Form  1530  look  different,  they 
all  have  an  80-column  format.    This  is  because  the  computer  allows  a 
maximum  of  80  characters  per  input  message.     The  forms  allow  one 
character  per  space.     The  2005  and  the  1991  are  single  message  input 
forms.     The  1530  may  be  used  to  prepare  several  input  messages  on  a 
single  form. 

After  a  message  has  been  pr- pared  on  one  of  the  input  forms,  you 
are  ready  to  input  it  to  the  computer.     Remember,  the  remote  must  be 
in-line  with  the  computer  before  a  message  can  be  transmitted. 

So  if  the  remot'.  is  polling,  you  can  begin  the  input  process. 
You'll  go  through  this  process  step-by-step  in  the  second  part  of  this 
lesson,  but  it  is  really  not  much     'le  complicated  than  simple  typing. 
However,  there  are  a  few  difference",  you  should  keep  in  mind. 
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AF  Form  1530  (reduced) 


You  don't  have  to  *7orry  about  capital  and  lower  case  letters  any 
longer.     The  remote  prints  only  capital  letters.     The  shift  key  is  used 
only  for  typing  the  special  characters  located  above  the  numbers  on  the 
Iceyboard.    Another  very  important  difference  is  that  the  alpha  "0"  and 
the  numeric  zero  cannot  be  interchanged.     The  numeric  zero  i^  identified 
by  a  slash  (^)  on  the  input  form  and  must  be  typed  with  the  numeric  key 
on  the  top  row  of  keys.     If  you  get  these  two  mixed  up,  you  will  probably 
end  up  with  a  computer  reject  I 

When  you  type  the  input  message  on  the  remote,   it  isn't  being 
printed  on  ordinary  typing  paper.     Instead,   the  remote  is  normally 
loaded  with  DD  Form  1348-1.     (In  fact,  in  the  practical  lesson  you  will 
learn  to  load  this  form.)     This  is  the  most  common  output  form  in  Base 
Supply  operations.     There  is  a  sample  DD  13A8-1  shown  on  the  following 
page.     Notice  that  it  is  in  an  80-card  column  format. 

When  the  computer  responds  to  your  input,   its  message  is  printed 
a  few  lines  lower  on  the  form.     When  the  response  is  completed,  you 
will  remove  this  form  from  the  remote  and  use  it  as  an  external  record 
of  the  transaction.     (Remember,  you  learned  about  external  records  in 
Block  I.)     As  you  have  learned,  the  computer  will  keep  an  internal 
record . 
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You  will  be  learning  the  procedures  for  inputting  information  and 
loading  and  removing  forms  in  the  second  part  of  the  lesson.     But  be- 
fore we  go  any  further,  see  how  well  you  understand  what  has  been 
covered  so  far  by  writing  short  answers  to  the  following  questions. 
Ql.     Explain  the  name  of  the  Remote  Keyboard  Printer. 
Q2.     How  can  you  tell  when  the  remote  is  in-line  with  the  computer? 
Q3.     What  is  the  difference  between  being  in-line  and  off-line  with 
the  computer? 

QA .     Why  is  the  remote  said  to  provide  two-way  communication  with  the 
computer? 

Q5,     What  is  the  difference  between  the  alpha  and  numeric  Os,  and  why 

is  this  difference  important? 

Q6.     What  are  the  input  forms  used  for? 

Q7 .     Why  is  the  DD  Form  1348-1  loaded  in  the  remote  called  an  output 
form? 

OFF-LINE  OPERATIONS 

When  the  remote  is  not  in-line,  obviously  it  is  off-line.  In 
other  words,  it  may  not  send  or  receive  messages  from  the  computer. 
When  it  is  off-line,  it  is  somewhat  like  a  normal  typewriter,  and  is 
said  to  be  in  the  local  mode  (you  can  only  use  it  locally).     Chances  are 
you  won^t  be  using  it  much  in  this  mode,  but  the  simple  maintenance  func- 
tions you  will  learn  about  must  he  done  while  the  computer  is  off-line. 

Why?    Mostly  as  a  safety  feature.     Remember,   the  remote  can  re- 
ceive messages  from  the  computer  any  time  it  is  in-line.     You  wouldn*t 
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want  to  be  in  the  middle  of  loading  forma  or  changing  a  ribbon  when  It 
a  tarts  typing  a  message.     You,   the  remote,  or  both  could  be  hanaed.  So 
be  carefult  and  make  sure  you  put  the  remote  In  the  local  mode  before 
starting  any  maintenance  activities. 

Simple  maintenance  on  the  remote  consists  of  three  tasks:  (1) 
loading  DD  Forms  13A8-1  Into  the  remote;   (2)  changing  the  ribbon;  and 
(3)  cleaning  the  type  box.     The  practical  lesson  will  teach  you  the 
step-by-step  procedures  for  performing  these  tasks,  but  let's  discuss 
them  briefly  first. 

Loading  the  13A8-ls  Into  the  remote  Is  as  important  as  loading 
paper  Into  s  typewriter.     Loading  forms  must  be  done  off-line  to  prevent 
the  computer  from  sending  messages  when  there  Is  no  paper  on  which  to 
receive  and  record  them. 

When  the  typing  Is  light  and  difficult  to  read,  this  means  that  the 
ribbon  needs  to  be  changed.     This  Is  similar  to  changing  the  ribbon  on  a 
typewriter.     It  Involves  either  Installing  a  new  one,  or  turning  the  old 
one  upside  dovn.     (Since  the  remote  types  on  only  half  the  ribbon  at 
*  time,  turning  It  upside  down  by  reversing  the  spools  sometiuies  provides 
•W**  ink.) 

A  type  box  Is  what  the  remote  uses  to  create  the  different  charac- 
ters.    It  Is  similar  In  principle  to  the  type  ball  or  font  used  by  newer 
typewriters.     The  type  box  needs  to  be  cleaned  when  the  typing  on  the 
DD  Form  13^8-1  is  smudged  or  blurred.     Clean,  clear  print  Is  especially 
evident  on  the  carbon  copies  of  the  13A8-1  when  the  characters  in  the 
type  box  are  clean.     In  the  practical  lesson  you  won't  be  actually 
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cleaning  the  type  box,  but  you  will  learn  how  to  remove  it  and  put  it 
back  in  place. 

la  the  off-line  (local)  mode,   the  remote  can  be  used  for  straight 
typing.     However,  keep  in  mind  that  it  is  different  from  a  typewriter. 
For  exaople,  on  the  remote  you  cannot  backspace,  you  can  type  only 
capital  letters,  and  zeros  are  printed  with  slashes. 

One  final  point  before  we  come  to  the  questions  concerning  off-line 
operations.     If  you  go  to  the  remote  to  make  an  input  ^nd  discover 
jaimned  paper  forms,  a  twisted  ribbon,  or  other  obvious  troubles,  put 
the  renote  in  the  local  or  off-line  mode.     Then  you  can  correct  the 
problem  or  seek  help.     A  remote  should  not  remain  in-line  if,   for  any 
reason,  it  is  unable  to  clearly  print  an  output  message  on  a  clean 
DD  Form  1348-1. 

Now  let*s  see  how  well  you  understand  off-line  operations  by 
writing  short  responses  to  the  following  questions: 

Q8 .       What  must  you  do  before  beginning  any  of  the  simple  maintenance 
tasks? 

Q9 .       How  do  you  know  when  the  ribbon  on  a  remote  needs  to  be  changed? 
QIO.     How  do  you  know  when  the  type  box  needs  to  be  cleaned? 
Qll.     What  should  you  do  if  you  find  the  forms  on  the  remote  Jammed  or 
the  ribbon  twisted? 

When  you  feel  confident  about  the  materials  presented  in  tnis 
lesson,  ask  your  instructor  for  the  lesson  appraisal. 
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REMOTE  KEYBOARD  PRINTER  OPERATIONS.  PART  ONE 
Block  Two,  Lt-^son  One 

Answers  to  Questions  in  the  Text 

Ql.      It  is  located  away  from  the  main  computer,  so  It  la  remote,  and 
It  Is  a  printer  with  a  keyboard. 

Q2.      It  Is  In-line  when  Ic  Is  making  the  periodic  clicking  noise 
called  polling. 

Q3.      When  the  remote  Is  In-line,  communication  Is  open  with  the  com- 
puter; you  can  send  and  receive  messages.    When  the  remote  la  off-line, 
there  Is  no  communication  with  the  computer. 

Q4.      Because  It  both  sends  (Input)  and  receives  (output)  meaaagea. 

Q5.     The  Alpha  "O"  Is  printed  normally,  while  the  numeric  zero  Is 
slashed  (0).     Mixing  these  two  will  normally  cause  a  computer  reject. 

Q6.  They  contain  the  messages  that  are  to  be  Input. 

Q7 .  Because  the  output  from  the  computer  la  printed  on  It, 

Q8.  Make  sure  the  remote  is  In  the  local  mode. 

Q9 .  When  the  typing  is  light  and  difficult  to  read. 

QIO.  When  the  typing  is  emudged  or  blurred. 

Qll.  Put  the  remote  in  the  local  mode  and  either  correct  the  problem 
or  seek  help. 
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026  KEYPUNCH  MACHINE,  PART  ONE 


SCOPE 


Aa  you  learned  in  Block  I,   inputs  to  the  Base  Supply  computer  may 
be  accomplished  with  a  keyboard  device  (such  as  the  Remote  Keyboard 
Printer  covered  in  lessors  one  and  two  of  this  block),  or  through  card 
reading  devices  (such  as  the  Remote  Card  Reader  covered  in  lesson  five,) 
Either  way,   the  inputs  are  transmitted  to  the  computer  through  electri- 
cal impulses.     When  a  card  reading  device  is  used,   the  small  rectangu- 
lar holes  in  the  Punch  Card  Ac  counting  Machine  (PCAM)   cards  are  trans— 
lated  into  specific  electrical  impulses.     These  holes  must  always  be 
the  same  size  and  must  be  punched  in  specific  areas  of  the  card  to 
accurately  represent  an  alphabetic  or  numeric  character.     The  026  Key- 
punch Machine  was  developed  for  punching  these  small  holes.     And  that's 
what  you're  going  to  learn  about  in  this  lesson.     Lesson  four  will  give 
you  practice  in  the  actual  step-by-step  procedures  for  operating  the 
machine , 
OBJECTIVE 

Your  objective  in  completing  this  lesson  is  to  complete  statements 
about  the  operation  of  the  026  Keypunch  Machine  and  place  those  concern- 
ing the  procedural  steps  in  proper  sequence. 
DIRECTIONS 

To  complete  this  lesson  you  will  need  this  text,  a  supplement,  a 
sheet  of  scratch  paper,  and  AIS  Module  Test  Form  2.     Answer  the 

Supersedes  IT  002-0'^-07-01 ,  October  1975. 
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questions  in  the  text  on  the  scratch  paper.     A  key  to  the  correct 
answers  is  available  at  the  instructor  station.     Use  it  to  check  your 
work. 

Have  you  ever  taken  a  close  look  at  your  Air  Force  paycheck  and 
seen  the  small  rectangular  holes  punched  in  the  check?     Have  you  ever 
wondered  how  the  hales  were  punched  in  the  check    and  what  the  holes 
represent?     The  check  you  receive  and  the  PCAM  cards  used  for  updating 
the  Base  Supply  computer  records  are  the  same  in  design  and  size.  The 
only  difference  between  a  paycheck  and  a  PCAM  card  is  the  color.  The 
holes  punched  in  the  paycheck  and  the  holes  punched  in  the  PCAM  card 
represent  the  same  alphabetic  or  numeric  characters. 

Let's  take  a  closer  look  at  the  PCAM  card.     Turn  to  figure  1  in 
the  supplement  and  study  the  PCAM  card  shown  there.     The  first  thing 
you  should  notice  is  that  it  has  80  card  columns.     (You*ll  be  seeing 
this  80-card  column  format  many  times!)     A  different  character  may  be 
punched  in  each  card  column.     The  figure  shows  you  the  holes  or  combina- 
tion of  holes  that  represent  the  different  numbers,   letters,  or  special 
characters.     Notice  that  numbers  are  identified  by  a  single  hole  in  a 
card  column;  alphabetic  characters  are  identified  by  two  keypunches  in 
a  single  card  column;  and  special  characters,  which  aren't  used  very 
often,   are  identified  by  one,    two,  or  three  punches  in  a  single  card 
column.     When  keypunching,   however,    the  operator  is  required  only  to 
press  the  key  which  represents  the  character  desired.     The  Keypunch 
Machine  will  automatically  produce  the  number  of  holes  that  represent 
the  character. 
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If  you  worked  long  enough  with  PCAM  cards,  you  would  be  abl«  W 
Interpret  all  the  punched  holes.    It's  not  reslly  something  you  m^t 
leam.  however,  because  besides  the  puncht-d  holes,  PCAM  cards  norMlly 
have  their  Mssage  printed  across  the  top.    And  remember,  you  learned 
in  Block  1  that  cards  without  printing  may  be  run  through  the  interpre- 
ter,  which  will  "interpret''  the  holes  and  print  the  message  across  the 
top. 

Now  let's  take  a  closer  look  at  the  Keypunch  Machine.     Turn  to 
figure  2  in  the  supplement  and  study  it  for  a  few  minutes.     TUm  areas 
that  have  been  highlighted  are  the  main  ones  you  should  recogni«e  to 
operate  the  Keypunch  Machine. 

Just  as  you  would  expect,  the  first  step  in  operating  the  Keypunch 
Machine  is  to  turn  the  electric  power  on.     This  is  accomplished  by  flip- 
ping the  main  line  switch  to  the  ON  position,  which  is  down.     lafer  to 
figure  3  for  a  closer  look  at  this  switch. 

The  next  action  that  must  be  performed  is  to  load  the  PCAM  cards 
in  the  card  hopper.     Figure  3  shows  you  that  the  card  hopper  is  on  the 
upper  right-hand  side  of  the  machine.     The  cards  are  placed  upright  in 
the  hopper*  with  the  print  side  facing  you.     A  pressure  plate  is 
located  behind  the  PCAM  cards  to  insure  that  they  remain  upright  and  are 
fed  evenly  into  the  card  bed  below. 

Once  the  machine  is  on  and  the  cards  have  been  loaded,  the  next 
step  is  to  be  sure  that  the  control  levers  and  switches  are  positioned 
the  way  you  want  them  to  be-     Unless  you  are  working  under  program 
control  (which  you  won't  be  using  in  this  course),  the  program  control 
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Itwr  ahovn  In  figure  3  -ust  be  in  the  OFF  po&ttion.    Press  the  right 
side  cf  the  lever  downward  to  Insure  that  this  Is  the  case. 
Ezaaple:  ^ 


The  functional  control  switches  are  shovn  in  figure  4.     These  keys 
are  in  the  OFF  position  when  they  are  pulled  back  and  in  the  ON  position 
when  they  are  pushed  forwarc. 

AUTO  FEED  means  automatic  feed.     Putting  this  key  in  the  ON  .posi- 
tion will  insure  that  when  the  punching  on  a  card  is  conplste,  a  -vew 
PCAM  card  automatically  feeds  from  the  card  hopper,  anJ  the  card  already 
in  the  hopper  will  be  registered  in  the  punching  station.     See  figure 
5  for  an  illustration  of  these  parts 

AUTO  SKIP  AUTO  DUP  means  automatic  skip,  automatic  duplicatioTJ , 
TtiLB  key  should  be  in  th    OFF  position  unless  thf   Keypunch  Machine*  is 
under  program  control. 

PKINT  controls  the  printing  on  the  P  AM  cards.     When  it  is  on  the 
print-^ng  appears  at  the  top  of  the  card  as  each  character  is  punched. 
Each  character  prints  directly  above  the  card  column  punched.     So,  In 
other  words,  if  you  ouncn  ISU  in  card  columns  1,   2,  and  3,  the  ISU  will 
be  printed  directly  above  those  three  card  columns.     If  the  print  switch 
is  off,   the  holes  will  be  punched  anyway,  but  there  will  be  no  printing 
on  the  top  of  the  card. 
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Before  we  go  any  further  with  this  lesson,  let's  see  how  well  yoU 
understand  what  has  been  covered  so  far.  Write  short  responses  to  the 
following  questions: 

Ql,     PCAM  cards  have  a   (60,  80,  100)  card  column  format. 

Q2.     When  punching  an  alpha  character,  how  many  keys  must  you  press? 
Q3,     How  should  PCAM  cards  be  placed  in  the  hopper? 

When  you  use  the  Keypunch  Machine  in  this  course,  how  should  you 
position  the  program  control  lever? 

So  far  so  good.     Now  that  you  know  how  to  get  the  machine  ready, 
let's  get  down  to  punching  cards.     Figure  6  in  the  supplement  is  a 
chart  of  the  keyboard.     Look  at  it  now.     You'll  notice  that  the  layout 
of  the  characters  is  the  same  as  what  you  would  see  on  a  typewriter. 

Notice  particularly  those  keys  in  the  shaded  portion  of  the  chart. 
You  c-n  see  that  besides  the  alpha  characters,  these  keys  also  have 
numbers  printed  on  their  upper  half.     How  do  you  type  a  number?  By 
hitting  th<!  NUM  (numerical)  shift  key  along  with  the  appropriate  number. 

(The  same  way  you  tvpe  a  capital  letter  or  specla]  character 

on  a  type^^iter.) 

When  you  operate  the  Keypunch  Machine,  you  normally  will  be  follow- 
ing some  type  of  80-col  i\n  format.     This  is  to  let  you  know  what  number 
or  character  should  be  placed  in  each  card  column  of  the  card  (which, 
remember,  also  has  BO  columns).     Other  than  the  steps  involved  with 
moving  the  cards,  the  task  is  very  much  like  typing.     Let's  take  a  look 
at  the  procedures. 
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You  already  know  about  turning  the  machine  on,   loading  the  cards, 
and  setting  the  control  levers.     Now  you  must  move  the  cards  into  posi- 
tion so  they  can  be  punched. 

Refer  back  to  figure  5  in  the  supplement.     What  you  must  do  is  move 
a  card  from  the  card  hopper  to  the  card  bed  and  then  to  the  punching 
station.     This  is  done  by  first  pressing  the  FEED  key  to  move  the  card 
into  the  card  bed,  and  then  pressing  the  REG  (register)  key  to  get  the 
card  registered  in  the  punching  station.     This  is  the  procedure  you 
should  follow  when  a  single  card  is  being  keypunched.     When  several 
cards  require  keypunching,  a  second  card  is  fed  into  the  card  bed  by 
pressing  the  FEED  key.     This  action  will  automatically  "register"  the 
first  card,  so  you  don't  have  to  press  the  REG  key.     (This  same  action 
will  be  accomplished  automatically  if  you  put  the  AUTO  FEED  button  in 
the  ON  position.^ 

Once  the  PCAM  card  is  registered,  you  simply  press  the  desired 
alphabetic  or  numeric  keys.     Keep  in  mind  that  a  card  must  always  be 
registered  before  it  can  be  punched. 

As  each  key  is  pressed  to  punch  a  letter,  number,  or  special 
character,   the  PCAM  card  is  moved  ^,o  the  next  card  column.     In  punching 
cards  you  will  follow  an  80-column  format  and  carefully  punch  the 
appropriate  character  in  each  card  column.     For  example,   if  you  were 
punching  from  the  format  printed  on  the  next  page,  which,  incidentally, 
is  used  to  delete  a  warehouse  location,   you  would  punch  an  "F"  in  card 
column  1,   a  "C"  in  card  column  2,   an  "S"  in  card  column  3,   hit  the  space 
bar  for  card  columns         5,   6,   and   7,   place  a  5  in  card  column  8,   and  so 
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on.  (Remember,  to  punch  a  numcn.  <  h<ira(  ter  you  must  press  the  numeric 
shift  as  well  aa  the  appropriate  vh.ir<iLLer  key.) 
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To  help  you  keep  track  of  card  columns  as  they  are  punched,  the 
Keypunch  Machine  has  a  card  column  indicator.     Figure  7  in  the  supple- 
ment shows  you  where  this  indicator  is  located,  and  figure  8  shows  you 
a  closeup  of  it.     This  shot  shows  that  the  Keypunch  Machine  is  ready 
to  punch  card  column  1     (which  is  the  number  to  the  far  left  of  the 
indicator . ) 

What  happens  if  you've  gone  past  a  card  column  that  you  want  to 
punch?     Easy.     You  just  press  the  backspace  button.     Figure  7  in  the 
supplement  shows  you  where  this  button  is  located.     Just  continue  press- 
ing it  to  g  :>  back  as  many  card  columns  as  you  need. 

When  th-  last  card  column  (cc  80)  of  the  PCAM  card  passes  through 
the  punching  station,    the  PCAM  card  is  automatically  released.     Now  you 
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must  press  the  register  key  (to  register  the  card  into  the  reading 
station),   the  release  key,  and  the  register  key  again  to  move  the  card 
into  the  card  stacker.     (See  figure  9   m  Mie  supplement.)     The  card  nvay 
be  removed  once  it  reaches  the  card  stcukcr. 

These,   then,  are  the  basic  procedures  for  processing  a  single  PCAM 
card  through  the  Keypunch  Machine.     You  will  be  practicing  this  task  in 
the  second  lesson  on  the  niachine.     Right  now  let's  see  how  well  you 
understand  what  has  been  covered  so  far  by  writing  short  responses  to 
the  following  questions. 

Q5.     What  is  the  procedure  for  producing  a  numeric  character  on  a  PCAM 


Q8.     How  is  a  PCAM  card  removed  from  the  machine? 

There  are  several  other  procedures  you  should  become  familiar  with 
before  you  are  ready  to  actually  work  with   the  keypunch. 

Sometimes  you  may  want   to  duplicate  a  card  which  has  already  been 
punched.     This  is  easy  io  do!     The  DUP   (which  stands  for  duplicate)  key 
is  used  to  accomplish  this  action.     Refer  back  to  figure  6  in  the 
supplement.     Do  you  see  the  DUP  key?     Ii  is  about  in  the  middle  in  the 
top  row  of  keys. 

Now,  how  do  we  go  about  duplicating  a  card?     The  card  that  you 
want  to  copy  rrust  be  registered  in  the  reading  station  (see  figure  9), 


card? 


Q6 .     What  two  keys  must  be  pressed  to  move  a  card  from  the  hopper  to 


f:he  punching  station? 


What  is  the  purpose  of   the  card  column  indicator? 
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and  the  blank  card  must  be  registered   in  the  punching  station.  That 
makes  sense  because  the  Keypunch  Machine  must  "read"  the  card  that  has 
already  been  punched  and  interpret  the  information  so  it  can  punch  it 
on  the  new  card. 

Figures  10  and  11  in  the  supplement  shov  the  cards  placed  in  the 
appropriate  positions  for  duplicating  action.     Remember,  as  always,  the 
cards  must  be  registered  before  anything  happens,  so  after  you  have  the 
cards  in  place,  you  must  press  the  register  key. 

Then,   all  you  have  to  do  is  press  the  DUP  key  until  the  card  has 
been  copied.     You  can  move  both  cards  to  the  card  stacker  by  alternately 
pressing  the  RZG  key  and  the  REL  key. 

Another  situation  that  could  occur   is   that  you  need  to  add  informa- 
tion to  a  card  that  has  already  been  punched.     Say,  for  example,  when  you 
were  typing  the  message  on  page  7  of   this  lesson,   you  forgot  to  put  the 
asterisk  in  card  column  Al.     Instead  of  repunching  the  entire  card,  you 
can  save  a  lot  of  time  by  simply  typing  the  missing  character  on  the  card 
that  has  already  been  punched.     All  you  need  to  do  is  manually  place  the 
punched  card   Ln  the  card  bed  and  register  it  into   the  punching  station. 

Once  the  card  is  registered  in  the  punching  station,  the  space  bar 
is  pressed  until  the  card  column  indicator  shows  the  specific  card  col- 
umn that  requires  the  additional  keypunch  action. 

When  the  necessary  keypunching  has  been  completed,   the  card  is 
removed  from  the  punching  station  by  pressing  the  REL  key,  REG  key, 
REL  key  and  REG  key  once  again.     This  will  move  the  card  to  the  card 
stacker,  and  then  it  may  be  removed  from  the  machine. 
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Now,  what  if  you  need  to  change  instead  ot  add  information  to  a 
card  that  has  already  been  punched?     This  will  require  inserting  two 
cards  into  the  machine.     The  prepunched  rard  must  be  inserted  into  the 
reading  station,  and  a  blank  PCAM  card  must  be  placed  in  the  card  bed. 

The  keypunched  PCAM  card  is  placed  in  the  reading  station  just  as 
it  was  for  normal  duplicating  action.     The  new  card  is  positioned  in  the 
card  bed.     Then  both  cards  must  be  registered.     Now  you  can  duplicate 
the  first  card  up  to  the  column  where  the  incorrect  information  is  con-- 
tained.     Then  just  type  in  the  correction  and  duplicate  the  rest  of  the 
card.     You  can  see  how  duplicating  valid  information  from  a  prepunched 
card  eliminates  the  possibility  of  making  another  error  while  correcting 
the  first  error.     Once  all  the  necessary  keypunching  and  duplicating  is 
accomplished,  both  cards  are  moved  to  the  card  stacker  by  alternately 
pressing  the  REG  and  the  REL  keys. 

Q9 .     Review  the  procedures  for  cperating  the  Keypunch  Machine  by  com- 
pleting the  following  statements  on  a  sheet  of  scratch  paper      Then  in- 
dicate the  order  that  you  feel  best  describes  the  operating  procedures 
you  have  studied.     (You  may  find   this  list  helpful  in  completing  your 
next  lesson  on  the  keypunch!) 

Register  the  card  in  the  punching  station  by  pressing  the 
key  . 

To  have  the  message  printed  on  the  card,    turn  tb-^   

switch  on. 

Return  to  a  previous  column  on  the  card  by  pressing  the 
  key . 
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The  first  stop  is  to  turn  the  switch   . 

To  punch  a  number  on  the  card,  press  the   ^l<^ey  along 

with  the  appropriate  numeric  key. 

Place  the  cards  in  the  hopper    with  the  print  side 


Move  the  card  to  the  card  stacker  b;-  ^• 

Move  a  card  into  the  card  bed  by  pressing  the    k-ey- 

See  how  well  you  understand  the  additional  procedures  covered  In 
the  lesson  by  writing  short  responses  to  the  following: 
QIO.     To  duplicate  a  carri,   the  punched  card  must  be  registered  in  the 
station  and  the  new  PCAM  card  must  be  registered  in  the 

station. 

Qll.     To  add  a  character  to  a  punched  card,   the  card  must  be  registered 


Q12.     What  is  the  most  efficient  way  to  change  information  on  a  key- 
punched card? 

SUMMARY 

PCAM  cards  contain  80  columns.     Rectangular  holes  are  punched  in 
the  card  columns  to  represent  a  numeric,   alphabetic,  or  special  charac- 
ter.    These  cards  are  used  to  make  speedy  inputs  to  the  computer,  and 
are  punched  by  the  026  Keypunch  Machine. 

The  PCAM  cards  are  placed  in  the  <    rd  hopper  to  insure  a  steady 
flow  of  cards  for  keypunch  action.     The  main  power  switch  must  be  turned 
on  and  the  functional  switches  adjusted  before  keypunch  action  begins. 
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Cards  may  be  moved  from  the  card  hopper  to  the  card  bed  by  press- 
ing the  FEED  key.     When  the  FEED  key  is  pressed  a  second  time,  a  second 
card  is  fed  into  the  card  bed,  and  the  first  card  is  automatically 
registered  for  keypunch  action. 

Keypunching  is  accomplished  by  using  the  keyboard,  which  is  similar 
in  setup  to  a  typewriter.     On  the  keypunch,  however,   numbers  are  mixed 
in  with  the    alpha     keys,  and  can  be  produced  only  by  pressing  the 
shift  key  at  the  same  time  as  the  desired  number  is  pressed. 

The  holes  are  punched  in  the  PCAi^  card  when  the  card  is  in  the 
punching  station.     The  card  is  automatically  released  when  card  column 
80  passes  through  this  station.     The  completed  card  mOves  from  the 
punching  station  through  the  reading  station  enroute  to  the  card  stack- 
er.    While  the  card  is  in  the  reading  station,   the  information  may  be 
cuplicated  onto  a  new  PCAM  card  by  pressing  the  DUP  key. 

A  backspace  ke>   is  available  for  the  return  of   the  card  to  a  specif- 
ic    card  column.     To  identify  the  card  column  to  be  punched  next,  the 
C3rd  column  indicator  is  used.     The  space  bar  is  used  to  move  a  card 
through  the  punching  station  without  punching  a  hole  in  .he  card.  Once 
the  card  is  finished,   it  is  moved  to  the  card  stacker. 

When  you  feel  confident  about  the  material  presented  in  this  lesson, 
ask  your  instructor  for  the  lesson  appraisal. 
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026  KEYPUNCH  MACHINE,  PART  ONE 
Block  Two,  I.eaaon  Three 

Answers  to  Questions  in  the  Text 

Ql  .  80 
Q2 .  One 

Q3.     Upright,  with  the  print  side  facing  the  operator. 
QA.     It  should  be  in  the  OFF  position, 

Q5 .     Pressing  the  NUM  Shift  key  and  the  appropriate  nuneric  key. 

The  FEED  key  and  the  REG  kty. 
Q7 .     To  indicate  the  next  card  column  to  be  punched, 

Q8.     Alternately  pressing  the  REG  key  and  the  REL  key  will  move  it  to 
the  card  stacker,  where  it  may  be  removed. 

Q9. 

5  Register  the  card  in  the  punching  station  by  pressing  the 

REG  key. 

3          To  have  the  message  printed  on  the  card,   turn  the  print 
swi  tch  on  . 

7  Return  to  a  previous  column  on  the  card  by  presping  the 

backspace  key . 

1  Tlie  fiisi  seep  is  to  turn  the    mainline     switch  on 

6  To  punc.li  a  number  on  the  card,   press  the    NUM  Shift     key  along 
with  tlie  appropriate  numeric  key. 

2  Place  cards  in  the  hopper     uprj  ght    with  the  print  side 
 ^  ^cing   the  operator  , 

8  Move  the  card  to  the  card  stacker  by    alternately  presaine  the 

REG  and  the  RLL  keys 

^  Move  a  card  into  the  card  bed  by  pressing  the    FEED  key, 

QIO.    reading,  punching 
Ql  1  .    In   the   puiuhlng  station. 

Ql  2 .   Dupiit.icc    It   up   Lo  the  i.ird  (olumn  with  incorrect  information, 
type  the  «u»w  entry,    then  duplicate   the  rest  of   the  card. 
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Study  Guides  (SGs),  Workbooks  (WBs),  Study  Guide  and  Workbook  (SW), 
Programmed  Texts  (PTs),  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  throuqh  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  mrk  assign- 
ment in  the  sequence  given*  and  it  will  aid  you  In  understanding  and 
retaining  key  points  covered  In  material  you  have  studied. 
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Figure  1-     Punching  Positions 
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Figure  2.     Keypunch  Machine 


-2- 

ERIC  "  ^ 


ERIC 


96 


8f 


FUNCTIONAL 
CONTROL  SWITCHES 


002-02'03-015UP 


85 


Figure  5.     Card  Hopper,  Puncl'iinp,  St  ition,  and  Card  Bed 
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Figure  11.    Cards  Ready  for  Duplicating  Action 
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Figure  1^.     Card  Positioned  in  the  Card  Reader 
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dent use  In  ATC  Courses.    They  are  designed  to  guide  you  through  your 
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Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  In  material  you  have  studied. 
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026  KEYPUNCH  1#CHINE,  PART  TWO 

scdife 

,ou  learned  about  the  keypunch  machine  In  lesson  three;  It  now 
tl/i  to  apply  what  you  have  learned  to  the  actual  machine.    You  will  punch 
PCAM  cards  using  the  techniques  necessary  to  produce  both  alpha  and  nuiwric 
characters.    You  will  also  apply  techniques  to  duplicate  portions  of  pre- 
viously punched  cards  ani  then  insert  new  or  changed  data.  Rementer, 
when   you  have  learned  these  techniques  you  will  possess  the  basic  principles 
required  for  making  this  machine  work  for  you.    If  at  any  time  you  become 
confused,  ask  your  instructor  for  assistance. 

The  following  problems  will  teach  you  how  to  keypunch  PCAM  cards 
following  specific  instructions.    Follow  the  steps  in  each  problem  as 
they  are  presented.    This  workbook  consists  of  three  problems.  The 
first  two  problems  contain  step-by-step  instructions.    In  the  final 
problem  you  will  be  placed  on  your  own  so  that  your  Instructor  can  evaluate 
your  understanding      the  operation  of  the  keypunch  machine.  Renfciiter, 
if  you  have  trouble,  ask  your  instructor  for  assistance. 


OBJECTIVE 

Correctly  keypunch  and  duplicate  the  required  PCAM  cards  by 
following  the  given  instructions  and  using  the  data  required  for 
each  probleir.. 


PROeLFM  ONE 

In  this  problem  you  will  be  required  to  transfer  the  daU  from  the 
AF  Form  1991  in  figure  1  to  a  blank  PCAH  card  by  using  the  026  Keypunch 
Machine . 

Step  1       Turn  the  Keypunch  Machine  on  by  placing  the  main  line  switch 
in  the  on  position.    This  switch  is  located  in  the  upper  left 
hand  corner  of  the  machine. 

SupersedirwB""0Q"l^4^8-01  dated  October  75. 
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Step  2.     This  step  involves  loading  b1«nk  PCAM  cards  Into  the  card 
hopper.    The  card  hopper  is  located  on  the  top  right  side 
of  the  machine.    Locate  the  card  hopper  noN  and  insure  that 
It  contains  at  least  five  blank  PCAM  cards.    If  it  does  not, 
contact  your  instructor  to  acquire  the  necessary  blank  cards. 

Step  3.     Turn  the  functional  print  switch  to  the  "on''  position.  This 
switch  is  located  imnediately  above  the  keyboard.    This  step 
•  How  you  to  qutlity  check  each  character  as  you  punch  it 
because  the  machine  will  also  print  the  character  across  the  top 
of  the  card  at  the  same  time  as  it  punches  the  corresponding 
holes  in  the  card. 

Step  4.     Press  the  FEED  key.    The  FEED  key  is  located  on  the  right 
side  of  the  keyboard.    This  key  moves  the  card  from  the 
card  hopper  to  the  card  bed. 

Step  5.     Press  the  REG  (register)  key.    The  REG  key  is  located  iwiediately 
below  the  FEED  key.    This  key  registers  the  card  into  the 
punching  station  so  that  the  punching  process  may  begin. 


TO: 

CINERAL  PyR^OSE  CHEATION 

1 

2 

• 

s 

7 

• 

• 

■  0 

IS 

IS 

ia 

«• 

IS 

10 

P 

P 

\ 

5 

0 

<P 

/ 

3 

& 

8 

9 

2 

a« 

?^ 

n 

to 

|... 

ss 

S4 

SS 

S7 

ss 

40 

a. 

T 

£ 

A. 

I 

L 

r 

n 

c 

J 

I 

r 

SI 

sa 

ss 

S4 

ss 

S4 

S7 

ta 

St 

00 

X 

•5. 

%^ 

7  1 

72 

7S 

7« 

7S 

74 

77 

7f 

•0 

Y 

0 

u 

R 

L 

s 

T 

Figure  1 

Step  6.     Your  card  is  now  registered  Into  the  punching  station  and  ready  to 
bo  punched.    Refer  to  the  information  entered  on  the  AF  Form  1991 
located  in  figure  1.    Notice  that  the  AF  Form  1991  has  80  card 
columns     The  PCAM  card  has  the  same  number  of  colunrs.    It  is 
very  important  that  the  data  is  transferred  to  the  matching 
card  colurrr  on  the  PCAM  card. 
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card  coluni  to  be  punched.    Notice  that  even  nuntered  card 
CO  un^    re    Sentlfied  by  their  appropriate  nunter  and  o  d 
.   numSITred  card  colunrs  are  identified  by  a  longer  vertical  line. 

Step  8      Again  refer  to  figure  1  as  you  are  now  ready  to  begin  punching 
the  data  onto  the  blank  card. 

^t.n  q      strike  the  space  bar  until  the  card  colunr  indicator  shows 
^'     that  you  IreTe^drto  punch  card  colunr  4.    Enter  the  alpha 
character  P. 

step  10.    Strike  the  space  bar  until  the  c«rd  colu^  ^?Sle?  Vafpha 
that  you  are  ready  to  punch  card  colunr  6.    Enter  tne  aip 

character  F. 

^f.n  11      <;trike  the  space  bar  until  the  card  colunr  indicator  shows  that 
^         v^u    re  readj  to  punch  card  colunr  8.  P""^^ 

ZlrZ  ch:%cter?  in  columns  8  through  20^    Rejen*e|^  when 
you  punch  numeric  characters  you  must  depress  the  numeric 
shift  key  at  the  same  time. 

keys  to  enter  the  data  in  card  colunrs  25  through  32. 

Steo  13     Strike  the  space  bar  until  the  card  colunr  indicator  shows  that 
'         you  are  readS  to  punch  card  colunr  34.    Punch  the  appropriate 
keys  to  enter  the  data  in  card  colunrs  34  through  43. 

StPD  14     Strike  the  space  bar  until  the  card  colunr  indicator  shows  that 
you  are  ready  to  punch  card  column  67.    Enter  your  own  last  name. 

Step  15     YOU  have  now  finished  punching  the  required  entries  on  the  Pj:AM 
^         card.    The  next  procedure  is  to  move  the  comple  ed  car     o  t  e 
card  stacker     The  card  stacker  is  located  on  the    op  left  side 
of  the  keypunch  n^chine.    As  the  card  proceeds  to  the  card 
stacker  it  will  nx)ve  through  the  reading  station 

Step  16.    Press  the  REL  key  to  allow  the  card  to  clear  the  punching 
station . 
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step  17.    Press  the  REG  key  to  register  the  cari  Into  the  reading 

station.    Pay  close  attention  to  the  location  of  the  reading 
station;  you  will  be  required  to  know  its  location  in  a 
later  problem. 

Step  18     The  card  Is  now  registered  Into  the  reading  sUtlon.  Since 
the  reading  station  Is  used  for  duplicating  and  duplication 
is  not  part  of  this  problem,  you  must  clear  the  card  frow 
the  reading  station  by  pressing  the  REL  Itey. 

Step  19.    The  final  step  Is  to  press  the  REG  key  to  move  the  card 

to  the  card  stacker.    Remove  your  card  and  compare  It  with 
the  example  shown  below  In  figure  2.    They  should  be  exactly 
the  same.    If  they  are  not,  ask  your  instructor  if  he  wants 
you  to  repeat  the  problem. 
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PROBLEM  TWO 

In  this  problem  you  will  be  required  to  keypunch  data  onto  a  blank 
PCAM  card.    Then  you  will  duplicate  this  card  and  enter  the  additional 
data  required* 

Step  1.      Refer  to  the  AF  Form  1991  In  figure  3»  and  keypunch  the 

required  data  onto  a  blank  PCAM  card.    If  you  have  problems 
or  do  not  rementer  the  steps  required,  refer  back  to  problem 
one  for  the  step-by-step  procedures. 
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Figure  3 

Step  2,      After  punching  the  required  data  from  figure  3  onto  the  card, 
press  the  REL  key  to  release  the  card  from  the  punching 
station. 

Step  3       Press  the  FEED  key.    This  will  cause  the  punched  PCAM  card  to 
be  registered  into  thp  ^eading  station  and  a  new  blank  PCAM 
card  to  move  from  the  card  hopper  Into  the  card  bed. 

Step  4       defore  you  can  duplicate  anything  from  the  card  in  the  reading 

station  you  Hiust  register  the  new  card  into  the  punching  station. 

Press  the  REG  key  to  register  the  blank  card  Into  the  punching 
station. 
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step  5.     Now  that  both  PCAM  cards  are  registered,  you  are  ready  to 

duplicate  the  required  Information.    The  OUP  (duplicate)  key 
Is  located  In  the  middle  of  the  machine.    See  if  you  can  find 
i t  now. 

Step  6.     Refer  to  figure  4  and  locate  the  additional  data  you  must  enter 
on  the  card.    (It  Is  in  card  colunns  36  through  40.) 

Step  7.     When  duplicating  you  can  hold  the  DUP  key  down  to  duplicate  in 
a  continuous  mode.    A  word  of  caution,  however:    release  the 
DUP  key  a  couple  of  card  columns  early  because  it  Is  easy  to 
pass  the  coulmn  you  want.    Then  press  the  DUP  key  one  colunr  at 
a  time  until  you  reach  the  desired  column.    In  this  problem 
there  are  no  changes  to  be  made  or  additional  data  to  be  entered 
in  card  columns  1  through  35.    Press  the  DUP  key  until  the 
card  colunr  Indicator  shows  that  you  are  ready  to  punch 
colunr  36. 

Step  8.     Now  keypunch  the  additional  data  in  card  columns  36  through  40. 

Rerember,  when  punching  numeric  characters  you  must  press  the 
numeric  shift  key 

Step  9.      You  are  now  ready  to  move  both  cards  to  the  card  stacker.  This 
is  accomplished  by  pushirtg  the  REL  key,  then  the  REG  key,  then 
the  REL  key  and  then  the  REG  key  again.    Both  cards  should  now 
be  located       the  card  stacker. 

Step  10.    Complete  this  problem  by  comparing  the  duplicated  card  with  the 
card  in  figure  5.    If  they  are  not  exactly  the  same,  contact 
your  instructor  to  see  if  he  wants  you  to  repeat  this  problem. 
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This  problem  is  designed  to  give  your  instructor  a  chance  to  evaluate 
your  perforimnce  on  the  026  Keypunch  Machine.    This  problem  has  two  parts 
First    you  will  be  required  to  keypunch  a  PCAM  card  with  the  data  con- 
tained in  figure  6     Then  you  will  duplicate  portions  of  the  card  and 
enter  the  corrections  and  additional  data  from  figure  7. 
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step  1.     Refer  to  figure  6  and  keypunch  this  data  on  a  blank  PCAM  card. 

Step  2      Refer  to  figure  7  and  Identify  the  change  that  you  must  make 
and  the  additional  data  that  must  be  entered. 
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Step  3       Keypunch  the  new  PCAM  card  by  duplicating  the  applicable 

portions  of  the  first  card  and  making  the  necessary  corrections 
and  adding  the  additional  Information. 

Step  4.      Take  both  cards  to  your  instructor  for  evaluation. 
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REMOTE  CARD  READER  OPERATION 


sroPb": 

The  Kcinore  Card  Reader  is  an  input  device  used  in  conjunction  with 
the  Rcnioie  Keyboard  Printer.     Ai,  you  learned  in  Block  I,  it  has  the 
sarne  capability  as  the  Main  Card  Reader  in  the  computer  terminal  room.  It 
simply  reads  the  Ijoles  punched  in  the  PCAM  cards  and  transmits  this 
information  to  the  computer.    You  won't  find  a  Remote  Card  Reader  with 
every  Remote  Keyboard  Printer,  however.    The  reader  is  used  only  where 
larr,e  quantities  of  PCAM  cards  are  fed  into  the  computer  for  processing. 
For  example,  the  Receiving  Section  in  Base  Supply  uses  this  device. 

Why  do  we  use  the  Remote  Card  Reader?    Because  it  saves  time  and 
increases  the  accuracy  of  inputting  transactions  to  the  computer.     As  a 
Materiel  Facilities  Specialist,  receipt  due-in  cards  (which  you  will  learn 
more  about  in  the  lesson  on  Receiving  Procedures)  are  the  main  product  you 
will  input  throu{»,h  this  device.     If  you  are  assigned  to  the  Receiving 
Section,  part  of  your  job  might  be  to  input  cards  through  the  Remote 
Card  Reader. 


oajECTIVES 

1.  Process  six  |)unchcd  cards  through  tfie  Remote  Card  Reader  wnile  it 
IS  m-line  with  the  computer. 


DIRECTIONS 

To  complete  this  lesson  you  will  need  this  illustrated  text, 
AIS  Module  Test  Form  //2,  a  sheet  of  scratch  paper,  six  punched  PCAM 
Cards,  and,  later,  the  lesson  appraisal.     In  the  text  you  will  find 
questions  and  exercises  designed  to  help  you  study  and  understand  the 
material  covered.    Respond  to  them  on  your  sheet  of  scratch  paper. 
A  key  to  the  correct  answers  is  available  at  the  instructor  station. 
Use  It  to  check  your  work.     Be  sure  to  ask  your  instructors  for  help 
with  any  portion  of  the  lesson  you  don't  understand. 
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2-1.    This  lesson  explains  Che  functions  and  operating  procedures  for 
the  UNIVAC  1068  Remote  Card  Reader.    This  device  is  a  part  of  the  comjn- 
unications  subsystem  of  the  UNIVAC  1050-11  computer,  and  you  will 
probably  be  most  likely  to  use  it  in  the  Receiving  Section  of  the 
Standard  Base  Supply  System.    So  let's  take  a  look  at  the  reader  and 
discuss  the  functions  of  the'reader  in  that  Base  Supply  section. 


2-2.    As  you  will  learn  in  Block  IV,  each  time  a  requisition  is 
processed  by  the  computer,  a  receipt  due-in  card  is  produced.    This  card 
IS  maintained  in  suspense  by  the  Receiving,  Section  until  the  requisitioned 
property  is  received. 


2-3.    When  the  property  arrives,  the  appropriate  card  is  pulled  from 
the  suspense  file.     It  may  be  necessary  to  modify  or  aud  information  to 
the  card  using  the  Keypunch  Machine.    Then  the  card  is  input  directly 
to  the  computer  using  the  Remote  Card  Reader.     You  can  see  what  an 
efficient  method  this  is  of  notifying  the  computer  that  a  requisitioned 
Item  has  been  received.    The  computer's  response  to  this  input 
will  be  the  output  of  instructions  on  what  lo  do  with  the  property. 
This  response  will  be  printed  by  the  Remote  Keyboard  Printer. 
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3-1.    The  unit  shown  below  is  composed  of  (a)  a  standard  Remote  Keyboard 
Printer,  and  (b)  a  Remote  Card  Reader.    The  Remote  Card  Reader  is 
no  Uio^ed  on  a  teletype  style  stand  which  contains  the  power  supply  and 
Joeic  circuitry  for  the  reader.    You  can  see  how  the  device  is  placed 
next  to  the  ReLte  Keyboard  Printer.    It  is  electronica  ly  "--^^/^ 
S^th  the  printer  and  the  Central  Processor  of  the  cooiputer.  "^^^ 
R^lote  Keyboard  Printer  is  activated,  the  two  devices  act  as  a  single 
unit,  working  with  the  central  computer  system. 


3-2.  The  card  reader  is  composed 
of  1 

a.  An  input  hopper 

b.  A  read  station 

c  .    An  output  station 
d.    An  operator  con- 
trol panel 
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^-1.    To  operate  the  reader,  cards  are  placed  in  the  input  hopper 

face  down,  with  the  clipped  corner  to  the  lower  left.     (By  the  way, 

the  cards  are  the  same  type  of  cards  thai  are  used  in  the  keypunch 

lesson  in  this  block.)    The  card  hopper    has  a  capacity  of  500  cards,  Yoti 

should  remember  this,  because  you  must  be  sure  you  never  over  U)ad 

the  machine. 

A-2.     From  the  hopper,  cards  are  fed  through  the  read  station  where  they 
are  '^sensed**  (a  technical  word  for  read)  and  then  moved  to  the  output 
stacker.    As  a  card  passes  under  the  sense  power  brushes,  any  holes  m  the 
card  are  detected  and  read. 


4-3.     In  the  illustration  below,  the  card  hopper  is  on  the  right  side  of 
the  reader,  and  the  read  station  is  in  the  center.     Notice  that  as 
the  card  moves  out  of  the  read  station,  the  clipped  corner  is  to  the 
lower  left. 
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5-1.    As  shown  here,  the  Remote 
Card  Reader  control  panel  has 
several  buttons  and  indicators. 
The  chart  below  describes  each 
button  and  how  it  is  used.  Study 
the  chart  thoroughly;  then  an- 
swer the  questions  about  it 


on  the  following  page. 


HARKING 


CLEAR 


LOAD 


READY 


ERROR 


COLOR 


FUNCTION  AND  INDICATION 


D»pr«»»  to  twn  •**  '»  '••^  ""^  ^••''"f 


Sw.Uh  only     O.pro»»  •  cUor"       'h*  tof-ci 

X^^,.s  *on,w.n,         ..C.v^y  0  C«d  ERROR  C<K.-..-r. 

p,.;.^d   .K.  ."'M  no'  ."••••J  W  'K,  »ood  .oMo.*  ,n 

Moy  b»  wiod  .n  l.«w  0*  RES(.»W-»tl      D»« »  nO»  .Hv«.n«»0  »No» 

iw9t«i**d  »o  W  w*»d  tor  pv'poi*^  


Sw,tcK    only       Doprtii    lo  od»OnC«  0   cord  hmm  Ko^»»»  O"^ 

cord      DoO»  «01  .llv««n«»» 

D»~t»»  )ollo-.n,  «,»U»d  ERROR  cor.d...*«  e*  co.d  ERROR 

to«d.t.on  prov.dod  tK.  C.*d  w,»  .nv^tod  Wy  l*.t  U.d  .«IU.» 

in  rtsd  llelton 


S.Mch    Ind.CB.O.        Dor  I.e.    C«.d  «OV.«.«t 

of         c  I  P-c.»»o»  o.  o  c*d       cd  Wo»,»  READY 

w,n  no*  .Mwm.nOtt     tnd.CBIo»  -.H  .ll«m.n«1» 

S-.tcK  ooly  D-pr«»»  o  »lo<.  CO.d  -.Ov.*«On1  „nd«.  con.-ol  0< 
tS.  C  1  |K0CO»»O»         0  cO'd  conl.r>«o«»  mod.       Th.i   .»  n.<.i- 

»o.y  o.>ly  .»  •*  "  "'^ 


IndiCOtO*  do.1  rtO'  iHwminott 


Ind.OO'    only       Illw-..n01ti   -K   R««w.it   to  S^nd  Koi 

b*.n  9«n.'0l«d  by  'K«  .^.cWo'^"ti  wn.l  o'  .i  .n  p*OC«ii 

ol  »»W*iiP>»'.ng  do'o  . 


Ind.cotO'   only  • ' '« 

d«<tci«d 


Ofr»f  0'  «0" 


.np«»  Kopp.'   <'mogoi.n«>  b.Com«»  •mp»y  d«r,ng 
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position  card  column  one  under  Che  read  scati 

Qr'lch  t^tcon  is  pressed  to  start  or  stop  the  power  flow  in  the 
reader? 

Q3.  Which  ^tton  indicates  when  the  reader  .s  in  the  process  of  trans- 
mitting  data'' 

,5.    Which  button  shoul.  «  <.epr.s,.-  to  pUco  ear.l  »ov.„ot  oo  . 
card-by-card  basis? 

HoMiri  h*>  Dressed  to  return  card  movement  to  a 
Q6.    Which  button  should  be  presseu 

continuous  mode? 

^Ho-v  nf  what  the  control  panel  doos,  let's 

through  the  device. 


that  the  Remote  Keyboard  Prints 


-.-r^r^ri^^isrucrin;  that  t.  remote  .3 

In-Une  and  the  computer  is  accepting  inputs- 
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7-1.    The  next  step  is  to  depress 
the  "POWER"  button.    A  light 
will  come  on  if  AC  power  is 
being  supplied  to  the  reading 
unit  • 


er|c 


124 
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8-1.    Once  this  has  been  done,  Che  "REaDY"  indicator  will  illuminate 
(light  up),  and  the  "RTS"  (Request  to  Send)  button  on  the  ^^^rnote 
Keyboard  Printer  will  also  come  on.     In  a  few  s^^comlb,  i  he?  ''RHC" 
(Remote  Has  Control  )  button  on  the  printer  will  li^ht  up.     Now  the 
card  will  be  read. 


8-2.    The  information  from  the  card  will  be  printed  on  the  tirst  line 

of  the  DD  1348-1  loaded  in  the  Remote  Keyboard  Printer.    This  information 

will  be  processed  by  the  central  processor,  and  the  response  will  then 

be  printed  starting  on  the  second  line  of  the  form.    The  computer  processes 

the  card  just  as  it  would  if  the  message  had  been  typed  out  on  the 

keyboard  printer, 


113 


9-1      Once  the  output  product  has  been  printed,  the  Remote  Keyboard 
Printer  will  start  polling  again.    Since  the  reading  action  has  been 
completed,  you  should  press  the  "POWER"  button  again  to  turn  the 
card  reader  off. 


9-2.    Now  that  you  have  your 
output  from  the  computer,  the 
next  step  is  to  remove  it 
frofT^  the  Remote  Keyboard 
Printer.    Do  you  remejnber  how 
to  do  this?    Let's  review  the 
process  quickly.  First, 
press  the  "LOCAL"  (LCL) 
button  on  the  control  panel 
of  the  Remote  Keyboard 
Printer . 


9-3.    Once  the  remote  is  in 
local,  press  the  "CONTROL"  (CTRL) 
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Q7      To  clH-c  k  your  knowleUc.o  ol    U.o  procedures  followed  to  process  a 
card  ihroi.rh  i  Ik'  \<M  v  Canl  Kcn<lci  ,  CMnplolc  iho  iCllowi..!',  M-ntcnccs; 
,lu>n  nuhca.c  ihv  L>osL  order  lo  lulluw  u.  .ompleLini^  Lhc  task  (i.e.  what 
slmuld  bo  done  first,  what  should  txi  done  second  etc.)    This  list  will 
help  you  complete  tho  practical  portion  of  the  lesson. 

  Before  you  can  process  a  card  through  the  Remote  Card  Reader,  the 

must  be  in-line  and  polling. 


When  the  reading  action  has  been  completed,  press  the   

button  to  turn  the  reader  off. 

Advance  the  card  from  the  hopper  to  the  read  station  by  depressing 
the    button. 

Remove  the    from  the  Remote  Keyboard  Printer. 

The  card  will  be  read  when  the    indicator  on  the  card  reader 

IS  lu'.htcd-up  and  ttie    button  on  the  keyboard  has  come  on. 

P^ess  the    button  to  be  sure  power  is  being  supplied  to 

the  read  i  np,  unit . 

Load  the  card  into  the  hopper   with  the  clipped 

corner   • 


U-1      It  all  sounds  easy,  doesn't  H?    Well,  it  is!     Let's  see  how 
well 'you  can  operate  t  I.e  Ren.ote  Card  Reader.     Take  this  text  and 
your  set  of  punched  cards  to  rhe  remote  laboratory  to  complete  the 
lesson. 

U-''      Now  riMi   y.  n're  at    Liu-  Remote  Card  Reader,  take  punched  card  #1 
rrn-n".hc  packei   and  process  n    throuph  I  he  reader.     Follow  the  directions 
ihnt    you  sequenrrd   u,  i  h,.  last   exercise.     When  you  have  finished,  compare 
you.    o.itput   d,.cuments  with  the  DD  1148-1  #1  in  the  back  of  this  text. 
•Ihey  should  match.     II    you  have  any  problems  or  questions,  ask  your 
instructor  for  help. 
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12-1.    If  you  made  it  through  that  exercise,  the  rest  of  the  lesson  is 
a  snapl     You  know  how  to  process  a  single  card  through  the  reader. 
In  normal  Base  Supply  operations,  however,  more  than  one  card  is 
processed  at  a  time.     So  let*s  take  a  quick  look  at  how  a  stack  of 
cards  is  processed. 

12-2.    The  procedures  are  basically  the  saric*  as  for  a  single  card, 
except  that  all  of  the  cards  are  placed  in  the  hopper  at  once.  After 
you  have  started  the  process,  the  reader  will  automatically  read  each 
card.     If  a  card  jam  or  misfeed  should  occur,  the  ''EKROR"  indicator  will 
light  up  to  alert  you. 

12-3.    There  may  be  occasions  when  you  do  not  want  all  of  the  cards  in 
the  stack  read  continuously.     For  example,  you  may  want  the  output  for 
a  specific  card  imniediately .     This  is  when  you  use  the  "MAN"  (manual) 
button  on  the  control  panel.     When  this  button  is  depressed,  only  the 
next  card  in  the  stack  will  be  read.     Additional  cards  will  not  be 
processed  until  the  "RES"  (resume)  button  is  pressed. 

12-'^*.     For  this  lesson  you  are  required  only  to  process  the  stack  ot 
cards  in  the  normal,  continuous  manner.     Try  this  now  by  processinp. 
punched  cards  //2,3,6,5  and      through  the  reader.     Then  check  your 
output  documents  against  those  in  the  back  of  this  text. 

12-5.    When  you  have  completed  this  task  you  have  completed  the  lesson. 
Take  your  six  output  forms  to  your  instructor.     You  may  wish  to 
review  before  taking  the  lesson  appraisal. 
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REMOTE  CARD  READER  OPERATION 
Block  II.  Utton  5 
Antwers  to  Quastloni  in  th«  Ttxt 


Al .  LOAD 

A2,  POWER 

A3.  READY 

KU.  ERROR 

A3.  MAN 

A6.  RES 
A7. 


1      Before  you  can  process  a  c.rd  through  th«  R«-ot«  Card  R.«d«r, 

  Che  Remote  Keyboard  Printer  must  be  In-line  and  polling. 

6  When  the  reading  action  has  been  co«plet«d,  press  the 
power  button  to  turn  the  reader  off. 

_k__  Advance  the  card  from  the  hopper  to  the  r«ad  station  by 

depressing  the  LOAD  button. 

7  Remove  the  output  document  from  the  R«ote  Keyboard  Printer. 

5     The  card  will  be  read  when  the  READY  Indicator  on  the  card 
  reader  is  lighted  up.  and  the  RHC  button  on  the  keyboard  has  c»e  on. 

3     Press  the  POWER  button  to  be  sure  power  is  being  supplied  to 
the  reading  unit. 


Load  the  card  into  the  hopper  face  down,  with  the  clipped 
corner  to  the  lower  left. 
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Technical  Training 
Materiel  Facilities  Specialist 

REPORTS  AND  LISTINGS 


August  1978 


LOWRY  TECHNICAL  TRAINING  CENTER 
3440th  technical  Training  Group 
Lowry  Air  Force  Base,  Colorado 


Study  Guides  (SGs),  Workbooks  (HBs).  Study  Guide  and  Workbook  (SW), 
—       Progrmwed  Texts  (PTs).  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  throuqh  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
nent  in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 

•rc  »ONM  il«  rjAN  XI        OMOCITCt  ATC  rOMtt  II*  M*v  l«   il!  MOV  «)  AMD  S21  HAVVI  tTAMOAW  COVIIIMIIT 
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Supply  Training  Branch  ^'T  G3ABR64531  000 

Lowry  Air  Force  Base,  Colorado  ^Rust  1978 

REPORTS  AND  LISTINGS 


SCOPE 

In  Block  I  you  learned  about  the  internal  records  maintained  by  the 
UNIVAC  1050-11  computer.    These  records  are  necessary  to  insure  smooth 
functioning  of  the  Standard  Base  Supply  System.    As  a  Materiel  Facilities 
Specialist,  you  will  be  most  concerned  with  these  records  when  they  are 
printed  externally. 

Periodically  the  computer  produces  a  variety  of  reports  and  listings 
based  on  the  internal  records  it  stores.    Seme  of  these  are  especially 
important  to  you,  and  we'll  take  a  look  at  them  in  this  lesson. 

First  we'll  discuss  the  purpose  and  use  of  the  Stock  liimber  Directory 
(the  most  used  computer  product  in  the  Standard  Base  Supply  System).  Then 
tie  lesson  will  introduce  you  to  several  other  computer  listings  you  may 
work  with  in  your  job  and  show  you  both  why  and  how  they  are  used. 
S^^les  of  the  various  listings  and  reports  will  be  available  for  your 
inspection. 

The  final  part  of  the  lesson  will  cover  the  operations  of  the  Document 
Control  Section.    While  chances  are  slim  that  you  could  be  assigned  to  this 
secHon.  you  will  be  hearing  a  lot  about  it.  and.  like  all  supply  personnel, 
will  be  working  closely  with  it. 


OBJECTIVE 

1.    Match  selected  computer  listings  with  their  purposes  and  uses. 


Supersedes  PT  002-02-06-01  dated  March  1978. 
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DIRECTIONS 

To  coorplete  this  leason  you  will  need  this  text,  s  sheet  of  scratch 
p«p«r,  and  AIS  Module  Test  Form  #2.    You  will  find  embedded  questions 
throughout  the  text.    Write  short  responses  to  then  on  the  sheet  of 
scratch  paper.    A  key  to  the  correct  answers  Is  available  at  the  instructor 
•tetioD.     Be  sure  to  ask  your  instructors  for  help  if  you  have  any 
problems  with  the  material. 


To  fully  understand  this  lesson,  you  must  be  familiar  with  the 
key  entries  on  the  various  reports  and  listings.    You  have  briefly 
studied  most  of  them  in  previous  lessons  (remember,  many  of  them  are 
explained  in  chapter  3  of  Vol.  II,  Part  Two,  AFM  67-1).  However, 
it's  probably  a  good  idea  for  you  to  refresh  your  memory  by  reviewing 
the  following  definitions: 

a.  Stock  number  -  13  or  13  position  code  to  specifically  identify 
items  of  supply, 

b.  System  designator  -  two  position  code  to  identify  the  system  an 
item  belongs  to.     01  is  always  used  in  this  school, 

c.  Type  account  code  -  one  position  code  which  indicates  the  type  of 
organization  the  item  is  assigned  to. 

d.  Warehouse  location  designator  -  10  or  11  position  code  that 
indicates  where  an  item  is  physically  stored. 

e.  TRIG  code/DIC  code  -  three  position  code,  always  the  first  entry 
on  any  document,  which  identifies  the  type  of  transaction  involved. 

f.  Document  number  ~  14  position  code  that  identifies  a  docusMnt. 
Format  of  this  number  varies  (as  you  will  learn  later  in  the  course), 
but  normally  includes  organization  and  shop  code,  date,  and  serial 
number  of  the  transaction. 

g.  Julian  date  -  four  position  code  often  used  in  place  of  the 
calendar  date.     The  first  position  of  the  code  identifies  the  year 
while  the  last  three  positions  identify  the  day  of  the  year.  For 
example,  7001  would  be  the  first  day  of  1977  or  January  1,  1977. 
7365  would  be  the  three  hundredth  and  sixth-fifth  day  in  1977  or 
December  31,  1977. 
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Kb  you  learned  in  Block  I,  the  item  record  i«  the  aoat  important 
record  •alntelned  by  the  UNIVAC  1050-11  computer.    Aa  you  probably 
reMnber,  it  containa  inforMtion  such  as  item  nomenclature  (aamm), 
unit  of  issue,  source  of  supply,  unit  price,  security  classification, 
and  ao  on. 


Having  thia  type  of  information  atored  internally  ia  neceasary 
for  proceaalng  aupply  tranaactiona ,  but  as  a  Materiel  Facilitlea  Speclaliat 
you  will  have  much  more  contact  with  the  external  print-out  of  thia 
internal  record.    This  print-out  is  one  of  the  most  important  liatlnga 
you  will  use  in  the  Baae  Supply  system.    It  is  called  the  Stock  Number 
Directory. 

The  purpose  of  the  Stock  Number  Directory  is  to  provide  supply 
nmtnagera  with  a  tool  to  determine  which  items  are  listed  in  their 
accounta.    Chancea  are  you  will  use  Information  from  this  listing 
every  day.    It  aervea  as  a  research  document  which  provides  varioua 
kinda  of  information  you  need  to  efficiently  perform  your  dutiea. 

A  aecond  purpose  served  by  the  Stock  Number  Directory  (aa  well 
as  other  listings  and  reporta)  is  to  provide  the  capability  for 
Baae  Supply  to  function  under  post-post  co*>ditiona.    Poat-post  meana 
the  computer  is  down  and  all  supply  tranaactions  must  be  done  by  hand 
until  the  computer  ia  operating  again.    So,  if  you  need  to  know 
information  which  is  contained  on  an  internal  record,  it  may  alao  be 
found  on  aome  external  listing  or  report. 

Computer  records  and  listings  usually  have  both  a  name  and  a 
nui^er  assigned  to  them.     The  control  number  for  the  Stock  Number 
Directory  is  M14.     The  M  means  that  the  report  is  produced  monthly,  and 
the  14  is  the  nuxober  assigned  to  this  listing.     In  your  Job  in 
Base  Supply  people  may  refer  to  this  listing  as  the  **M14*'  instead 
of  the  Stock  Nui^er  Directory.     So  it  is  helpful  to  know  not  only  the 
names  of  the  various  listings,  but  also  the  control  numbers. 


Any  computer  listing  is  only  as  good  a  tool  as  the  person  using 
it.     If  you  knw  how  the  listings  are  set  up  and  the  different  types 
of  information  each  one  contains,  you'll  know  which  listing  to  refer 
to  when  the  time  comes.     Keeping  this  in  mind,   let's  take  a  look  at 
the  format  of  the  Stock  Number  Directory.     On  the  next  page  is  an 
extract  from  the  Ml^,  and  the  facing  page  explains  the  entries  on  the 
listing. 
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STOCK  NUMBER  DTRECT0RY7M1A 


The  figure  facing  this  page  is  a  sample  Stock  f^mber  Directory/MIA . 
Look  at  the  hand-Oimbered  items  as  we  discuss  each  one. 

The  sequence  (order)  of  the  Ml4  is  byi    1.    ascending  stock  noaber  and 

2.    system  designator  within  3.    type  account.    Ut's  take  each  separately. 

1.  Ascending  stock  numben    starting  with  the  lowest  stock  number 
and  working  up  to  the  highest  stock  number.    FSG  U71^  would  be  listed 
before  A73^. 

2.  Ascending  system  designator;  this  school  uses  only  SD  01,  but 
there  are  many  more.  Certain  stock  numbers  are  listed  in  more  than  one 
system  designator;  if,  for  example,  NSN  1270  PP  073  1626  is  assigned  to 
both  01  and  02  systems,  it  would  be  listed  in  the  01  portion  of  the  HlU 
before  the  02  portion. 

3.  Type  account  codei    this  code  identifies  either  a  type  of 
organization  to  which  the  item  is  assigned,  or  the  type  of  materiel 
normally  accounted  for  in  that  account.     For  instance,  B  =  base  supply, 
E  =  base  equipment,  L  =  library,  M  =  medical  supply  etc.    The  M14  on  the 
facing  page,  as  you  can  sec,  is  type  account  B  -  base  supplies. 

4.  Nomenclature  always  gives  the  proper  name  of  the  item  unless  it 
is  classified  information. 


dTsT  This  column  will  tell  you  if  there  is  a  master  or 

interchangeable  item  for  the  stock  number  you  are  working  with. 

6^    Price.    The  standard  cost  for  the  item  you  are  working  with. 

7.  ERRC.    The  expendability-repairability-recoverability  code  of 
the  Item. 

8.  Warehouse  location.     This  is  a  very  important  entry  for 
Materiel  Storage  and  Distribution  personnel,  as  you  will  learn  later 
in  the  course. 

Date.     This  is  the  Julian  date  the  Mia  was  produced. 
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Nw  you  can  iee  why  the  Stock  Nv«ber  Directory  is  such  a  valuable 
tool  to  .upply  personnel.    Receiving  clerks  and  Inspectors  do  a  great 
deal  of  research  in  this  listing,  and  Storage  and  Issue  personnel  use 
It  as  a  locator  for  locating  property  in  storage  and  to  prepare  changes 
to  warehouse  locations. 

Before  we  continue  with  the  lesson,  see  how  much  you  have  learned 
about  the  Stock  Number  Directory  by  writing  short  responses  to  the 
f  ollcwing: 

Ql.     The  Stock  Nunfcer  Directory  is  an  external  record  of  • 

Q2.     How  often  is  the  M14  produced? 

Q3.     The  Stock  Number  Directory,  along  with  other  listings  and  reports, 

may  prove  to  be  especially  valuable  during  .  when 

Internal  records  are  inaccessibe  (rot  available). 

QA.     What  is  the  sequence  of  the  Stock  Number  Directory? 

Q5.     What  is  the  control  number  of  the  Stock  Number  Directory? 

Use  the  extract  from  the  Stock  Number  Directory  (page  4)   to  answer  the 
following  questions: 

Q6.     What  is  the  unit  price  for  the     adapter    with  stock  number  4730W15299  1  6? 
Q7.     What  is  the  warehouse  location  for  the  bushing  with  NSN  4730Wl96p9 


The  Stock  Number  Directory  is  probably  the  listing  you  will  use 
the  most  in  your  job.     However,   there  are  other  listings  which  you  will 
find  helpful  and  should  be  familiar  with.     The  first  one  we'll  discuss 
is  the  Daily  Reject  Listing/D^2. 

A  reject  occurs  when  an  input  cannot  be  processed  by  the  computer. 
This  could  be  because  the  remote  operator  made  an  error  or  because  the 
requested  information  isn't  available.     (You'll  learn  more  about  rejects 
in  lesson  7  of  this  block.)     So,   if  the  computer  detects  an  error  during 
processing,   the  program  is  stopped,  a  reject  program  takes  over, 
and  a  reject  notice  is  output. 
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In  order  to  function  efficiently.  Baee  Supply  manageMnt  personnel 
need  to  know  why  the  rejects  occur.    The  Dally  Reject  Listing    le  used 
to  identify  those  activities  or  individuals  that  are  causing  reject 
conditions.    Are  the  personnel  simply  careless,  or  have  they  not  been 
trained  to  make  inputs  correctly?    Is  all  the  equipment  working  properly, 
or  do  some  internal  records  perhaps  lack  information?    The  listing 
explains  the  reason  for  the  reject,  and  identifies  the  input  device 
over  %rhlch  the  incorrect  input  was  made. 


The  Daily  Reject  Listing  is  produced  In  two  parts.    The  first  part 
lists,  by  device,  all  of  the  rejects  that  have  occurred  that  day. 
The  second  part  serves  another  important  purpose.    It  is  a  cumulative 
list  of  rejects  from  previous  days  that  have  not  yet  been  cleared. 
Entries  on  this  part  of  the  listing  require  immediate  corrective  action. 
Most  Air  Force  bases  have  a  local  policy  which  states  that  rejects 
must  be  cleared  within  one  work  day.    Chances  are  it  won't  be  your 
responsibility  to  clear  rejects.    Your  supervisor  will  have  that  Job. 
But  you  should  be  aware  that  all  rejects  that  occur  must  be  cleared, 
and  the  second  part  of  the  Dfl2  is  important  in  this  process. 

The  following  page  shows  an  extract  from  the  Daily  Reject  Listing. 
On  the  facing  page  is  an  explanation  of  the  entries. 
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DAILY  REJECT  LISTING/D«2 


Th.  flaure  facing  thl.  page  is  an  extract  fro.  tha  002.  Overall 

is  by  syste.  designator  and  Input  device.  For 
print  ng  ^  :;^«."f,'/,;i:re  devlcf^e  would  be  printed  before 

exa-ple    all  the  portion  of  the  002  which  shows 

ferct:"or;he^r:.:i"d:ricec.)  yo--rSic!r^" 

•ystem  designator,  rejects  are  sequenced  by  TRIC  code. 

_  «         natlna  ere  shown.    The  top  of  the  page  shows 

the  r^:c?r"cu  ru,    "r-ott  ^lnp.t  d.vlc.)  ff.    Th.  sixth  .ntr, 
!«;.r,  1.  .xpl.ln.d  In  d.t.ll.    Infor-tlcn  for  Mch  r.>ct 

rj.:".;;  rph»»  Uuinin.  '-•^•J:=:,-»°',:'r„t";ir't"r;h:'"' 
°;,:v»:'rh."cru?.«  iJ-^r:       i^^h  l,.  ..t  h..„ 

cleared  for  remote 


You  may  be  wondering  how  the  computer  keePe  track  of  errors  or 
pulls  this  particular  information  from  all  the  other  information  it 
stores.    Remember  what  you  have  learned  about  internal  and  external 
records.    The  computer  stores  information  about  rejects  which  have 
occurred  on  the  internal  error  suspense  records.     It  is  these  records 
which  are  used  to  produce  the  D<!2. 
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See  how  well  you  underetand  the  purpose  end  use  of  the  Daily 
Reject  Listing  by  writing  short  responses  to  the  following: 

Q8.    What  is  the  purpose  of  the  Daily  Reject  Listing? 

Q9.    Which  part  of  the  0^2  lists  rejects  from  previous  days  that  have 
not  been  cleared? 

QIO.    What  is  the  sequence  of  the  D^Z  within  system  designator  and  device? 

Qll.    What  input  device  was  involved  with  the  rejects  listed  on  the 
top  portion  of  the  extract  on  page  8  of  this  text? 


Hopefully,  by  now  you  have  noticed  a  very  helpful  thing  -  the  nanas 
of  things  in  a  supply  system  usually  tell  you  what  their  purpose  or 
function  is,  whether  it's  the  name  of  a  branch  or  a  source  of  supply  or, 
in  this  lesson,  an  output  product.     The  Stock  Number  Directory  is  a 
directory  of  all  national  stock  numbers  assigned  to  Base  Supply 
accounts  (Just  like  the  telephone  directory  lists  all  users  of  telephones) 
The  Dsily  Reject  Listing  is  a  list  of  all  the  rejects  for  one  day. 
Keeping  this  in  mind,  you  should  be  able  to  guess  the  purpose  of  the 
next  listing.     It  is  called  the  Daily  Document  Register /DOA . 
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Just  as  the  D02  lists  all  rejects  for  one  day,  the  upt*  lists  all 
transactions  which  successfully  processed  through  the  canputer  for  one  day. 
(These  will  be  the  transactions  which  have  produced  documents,  thus  the 
name  of  the  listing).    Many  people,  both  in  and  «R  of  Base  Supply,  use 
this  listing.    Base  Supply  custo«,ers  are  provided  with  that  P*^t  of  the 
ll^tlnn  which  shows  all  the  transactions  which  processed  for  their  shop 
a^    n^efnal  supply  functions.    For  example.  Training  Service  Division 
t^ld  receive  oniy  that  part  of  the  D^k.  that  lists  the  Issues,  turn-ins, 
etc.  that  affect  the  Training  Service  Division. 

The  Dally  Document  Register  is  printed  In  two  parts.    The  part  you 
win  be  most  concerned  with  is  part  1.    This  part  lists  not  only  the 
traisfctlons  processed  for  specified  organizations,  .Iso  those  for 

nJernal  supply  functions  -""^^ ^^/^ VTt'his'usr'  ?frt"T.  often 
For  example,  warehouse  changes  are  indicated  on  this  list.    Part  1  is  otten 
used  as  a  checklist  to  make  sure  indicated  changes  are  made      C^ou  11^ 
learn  the  procedures  for  processing  warehouse  changes  in  the  next  block). 

The  next  page  contains  an  extract  from  the  Daily  Docoment  Register, 
and  the  facing  page  explains  some  of  the  entries  on  the  listing. 
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DAILY  DOCUMENT  REGISTER/D^ 


Entries  on  the  D^,  such  as  the  one  facinc,  this  page,  are  Rrouped  by 
system  designator  (01  and  02)  and  type  account  code  (B  for  supplies, 
E  for  equipment,  L  for  library  materials). 


This  extract  shows  a  portion  of  part  1.    It  shows  other  entries  which, 
you  will  notice,  are  sequenced  by  document  number  down  the  right-hand 
column.    Next  to  these  document  numbers  are  the  TRIG  codes,  which  explain 
the  types  of  transactions  involved. 


See  how  well  you  understand  the  use  of  the  Daily  Document  Register 
by  writing  short  responses  to  the  followingi 

Q12.    What  is  the  control  number  of  the  Daily  Document  Register? 
Q13.    The  Daily  Document  Register  lists « 

Q14.    What  is  the  normal  sequence  of  part  1  of  the  Daily  Document  Regis 


Another  listing  that  is  very  important  is  the  Daily  Transaction 
ReRister/D06.    Like  the  Daily  Document  Register,  the  Daily  Transaction 
Register  is  taken  from  the  internal  transaction  history  records. 
You  probably  won't  use  this  listing  a  great  deal  at  first  because 
its  prijnary  purpose  is  to  provide  supply  personnel  with  a  tool  for 
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determining  corrective  action  for  adjust  lag  record  belenccy.  Thie 
will  be  your  supervieor's  Job,  not  yours.    Hcwever,  this  listing  ii 
important  enough  that  you  should  be  familiar  with  it. 


An  extract  from  the         is  printed  on  the  facing  page.    Below  are 
explanations  of  some  of  the  entries. 


The  Dfl6  extract  facing  this  page  is  printed  by  system  designator  and 
type  account.     Using  the  D<|6  page  by  page^  the  sequence  is  by 
stock  nuiAer  and  transaction  serial  number. 

1.  Stock  nunJbers  are  listed  in  numerical  order  on  the  first  line 

with  such  item  record  indicative  data  as  ERRC  designator^  unit  of  issue, 
budget  code  and  name  of  the  item. 

2.  This  line  contains  the  information  input  for  the  stock  number,  such 
as  issues/ISU,  turn-ins /TIN ,  receipts /REC.   transfers /TRM,  due-outs/DUO. 
etc.     If  one  of  these  transactions  caused  a  discrepancy  In  stock 
balances,  here  is  where  the  error  would  be  found  and  corrected. 

The  first  entries  on  the  lines  under  each  stock  number  are  the 
transaction  serial  nudbers.     They  are  listed  in  the  order  in  which 
they  occur  for  that  particular  stock  number.     Transaction  serial 
numbers  break  down  very  simply.    8223PP223  would  be: 


The  transaction  serial  number  will  appear  on  DD  Forms  13A8-1  output 
on  remote  devices. 

3.  Notice  that  the  right  side  of  the  listing  contains  the  document 
number  and  TRIC/DIC  code  of  the  transaction. 


DAILY  TRANSACTION  REGISTER/Dfl6 


Julian  date 


the  223rd   transaction  on  day  8223 
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You  can  tee  that  the  Daily  Transaction  Register  differs  from  tha 
Dally  DocuMnt  Register  prisarily  in  format.    The  D0A  is  used  to 
rasaarch  transactiona  affecting  a  particular  organixation  or  shop. 
The  D06  is  used  to  research  transactions  affecting  a  particular  stock 
nua^ar  • 


Write  short  responses  to  the  following  questions  concerning  the 
Daily  Transaction  Register  before  continuing  with  the  lesson. 

Q15.    What  is  the  control  number  of  the  Daily  Transaction  Register? 

Q16.    How  is  the  Daily  Transaction  Register  sequenced? 

Q17.     Briefly  explain  the  purpose  of  the  Daily  Transaction  Regis ter. 


A  final  listing  you  should  be  familiar  with  is  the  Daily 
Delinquent  Document  Listing.     In  most  cases  when  a  transaction  is 
processed  through  the  computer,  a  document  of  some  sort  is  produced* 
You  will  learn  in  later  lessons  that  the  first  copy  of  each  of  theae 
documents  must  always  be  filed  in  the  Document  Control  Section* 
When  these  documents  are  not  processed  and  received  by  Document  Control 
within  five  workdays,   they  are  considered  delinquent,  and  an  extra 
effort  muat  be  extended  to  find  and  process  them. 


This  listing  is  the  primary  tool  used  in  the  search.     It  is 
produced  in  six  copies,  one  of  which  is  forwarded  to  the  Materiel 
Storage  and  Distribution  Branch.     Someone  in  the  branch  will  be  appointed 
to  be  the  delinquent  document  monitor.     This  Job  can  be  either 
part  or  full  time  depending  on  the  size  of  the  base  and  the  efficiency 
of  its  supply  people. 
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Tht  dtllnquent  document  aonltor  aust  scrten  the  Delinquent 
Document  Listing  egelnst  the  docu»nf  In  official  files  In  the 
Materiel  Storage  and  Distribution  Branch,    When  necessary  he  aust  locate 
either  the  original  document  or  a  duplicate  of  it.    To  do  this  he  will 
Chech  file  baskets,  pickup  and  delivery  trucks,  and  other  places  where 
people  are  knoim  to  put  out,>ut  copies  of  docuaents.    When  he  finds 
delinquent  doc«ents,  he  has  thea  coeq>leted,  annotates  the  Delinquent 
DocuMut  Listing,  and  forwards  both  to  Docvsasat  Control,    For  those 
docuaents  not  forwarded,  the  aonltor  vust  annotate  the  reason  on  the 
listing,  telling  the  current  status  of  the  docuaents  and  where  they 


are. 


This  is  not  a  hit-or-alss  process.    The  output  reaote  device  nu^er 
for  the  sovrce  (original)  docuaent  is  shown  on  the  Dellnqvient  Docuaent 
Listing,  so  the  aonitor  knows  the  area  in  the  branch  to  start  looking 
for  a  delinqxient  source  docuaent.    The  next  page  shows  an  extract  froa 
the  Daily  Delinquent  Docuaent  Listing   and  the  facing  page  explains 
of  the  entries. 
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DAILY  DELINQUENT  DOCUMENT  LISTING 


The  extract  f.clng  thl.  page  1.  .  fro.  *  ^^^J^^ ^J^j;*^!. 

Docuaent  Listing.    This  printout  has  no  rsport  control  nvaber.  That 

Is  because  it  is  produced  £ro«  document  control  cards  instead 
of  «n  internal  record. 


The  sequence  and  format  varies  fro«  base  to  base  depending  on  its 

needs  and  the  needs  of  the  major  coanand.    For  this  reason, 

a  standard  format  and  sequence  for  this  listing  is  not  practical. 

The  Dally  Delinquent  Document  Listing  should  normally  be  produced 
in  transaction  date  .equ«»ce.    However,  branch  supervisors  «y  have 
their  portion  of  the  listing  produced  by  TRIG  code,  output  device, 
document  nuiber,  etc.     In  other  words,   they  may  have  the  listing 
printtd  in  the  sequence  that  helps  them  most. 

The  sample  is  annotated  with  the  types  of  information  found  on 
Daily  Delinquent  Document  Listings.  Not  every  base  would  want 
or  need  all  the  information  given  here. 
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Bafor*  continuing  with  the  lesson,  write  short  responses  to 
the  following  questions  snd  statements.    Then  complete  the  criterion 
exercise  that  follonra. 

Q18.    The  Dally  Delinquent  Document  Listing  is  used  by  monitors 

to  • 

Q19.    How  is  the  Dally  Delinquent  Document  Liating  sequenced? 

Q20.    Copy  the  names  of  the  reports  and  listings  below.    For  each 
indicate  the  control  nun^er  (if  there  is  one).    Following  each  nr 
write  the  letter(s)  of  the  descrlptlon(s)  that  correctly  match 
the  listing. 


Dally  Delinquent  Document  Listing 

  Daily  Reject  Listing 

  Dally  Transaction  Register 


Dally  Document  Register 


a.  Used  to  identify  personnel 
who  need  additional  training 
on  remotes 

b.  Used  to  trace  delinquent 
documents 

c.  Shows  who  is  caualng  reject 

conditions 

d.  Lists  only  those  transactions 
which  successfully  processed 

through  the  computer 

e.  Shows  base  supply  customers  what 
transactions  processed  for 

them  that  day 


f.  Lists  source  documents  not 
processed  within  five  workdays 

g.  Shows  all  transactions  affecting 
a  particular  stock  number  that 
processed  on  a  given  day 


Several  times  in  this  lesson  we  have  mentioned  the  Document  Contra 
Section.     It  is  normally  manned  by  Inventory  Management  Specialists,  so 
you  probably  won't  be  assigned  there.     However,   the  duties  of  this 
section  require  cooperation  throughout  Base  Supply,  so  it  is  important 
that  you  understand  a  little  about  them. 
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Thousands  of  documents  arc  initiated  in  the  Base  Supply  system  each 
year  Final  responsibility  for  the  correctness  of  these  docuiaents  rests 
with' the  Document  Control  Section  in  the  Supply  Systeins  Branch. 


Document  Control's  primary  responsibility  is  to  insure  that  each 
transaction  effecting  any  stock  record  is  processed  through  ADPM. 
(This  is  necessary  to  insure  that  computer  records  are  correct.)     In  other 
words,   they  make  sure  that  every  receipt,  issue,  turn-in,  shipment 
or  transfer  is  input  to  update  the  internal  stock  records.     Each  of 
these  transactions  either  adds  to  or  takes  away  from  the  total  stock 
balance.     Therefore  it  is  essential  to  insure  that  every  transaction  is 
input  and  processed  through  the  computer. 


Another  responsibility  of  Document  Control  personnel  is  to 
perform  final  quality  control  on  all  supply  documents  they  process.  At 
this  point  we  should  take  time  to  explain  the  difference  between  the 
terms  '"quality  control"  and  "final  quality  control".     Every  person 
in  Base  Supply  who  handles  a  document  is  responsible  for  checking  it 
for  proper  signatures,  stapips,  dates,  and  other  entries.  This 
is  called  quality  control.     For  example,  if  you  are  the  receiving 
clerk  and  are  given  a  receipt  from  a  source  of  supply  to  process,  you 
are  supposed  to  make  sure  all  the  required  entries  have  been  made 
on  the  document.     If  a  required  entry  is  missing,  you  should  correct 
the  error  before  the  document  is  sent  to  the  Document  Control  Section. 
This  will  save  a  lot  of  time  when  final  quality  control  is  performed. 


When  copies  (usually  copy  1)  of  supply  transaction  forms  (called 
source  documents)  arrive  in  Document  Control,   they  are  checked  for 
completeness  and  then  divided  into  work  process  files  according 
to  the  type  of  document. 


During  end-of-day  (EOD)  processing,   the  computer  outputs  one  card 
for  every  source  document  that  processed  successfully  through  the 
computer.     These  cards,  called  document  control  cards  (DCC) ,  arc 
forwarded  to  the  Document  Control  Section.     There  Document  Control  clerks 
compare  them  against  the  source  documents  in  the  work  process  files. 
When  doing  this,   the  clerks  check  to  make  sure  that  there  is  a  source 
document  for  every  DCC  card,   that  the  information  on  the  document 
matches  that  on  the  card,  and  that  the  document  has  been  completed 
correctly.     This  is  called  final  quality  control. 


Errors  or  omissions  on  the  source  documents  are  corrected 
by  Document  Control  personnel  when  such  action  is  practicable.  Otherwise 
the  document  will  be  returned  to  the  responsible  activity  for 
immedicate  correction  before  being  returned  to  Document  Control. 
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Too  ■uch  .whtai*  cannot  be  placed  on  quick  processing  of  source 
docuMttta  by  everyone  involved  with  the».    These  docu^nts  normally 
becOM  delinquent  if  they  have  not  been  conpletely  processed  and 
cleared  within  five  workdays  of  the  tl»e  they  were  first  output. 
To  find  out  which  docunents  are  delinquent,  Document  Control  clerks 
screen  the  DCC  card  file  against  the  source  docuisent  files  every  day. 


/TO 


All  DCC  cards  that  represent  delinquent  docunents  are  hand  carried 
to  ADPM  and  input  to  produce  the  Daily  Delinquent  Document  Listing 
(which  %re  have  Just  learned  about). 


The  source  documents  you  process 
pieces  of  paper.  If  you  are  careless 
correctly,  you  are  not  doing  your  Job 
questions. 


are  considered  very  iaportant 

and  don't  process  them 
and  may  have  to  answer  eobarassing 


After  source  documents  have  been  completed  and  processed,  and 
final  quality  control  has  been  performed  on  them,  they  are  either 
filed  in  the  appropriate  document  file  or  destroyed. 


Most  of  the  duties  that  have  been  discussed  in  this  portion  of 
the  lesson  probably  will  not  be  your  responsibility.     But  while  chances 
are  slight  that  you  will  be  working  in  the  Document  Control  Section, 
you  will  definitely  work  with  it.     It  is  important  for  you  to 
perform  initial  quality  control  on  all  the  documents  you  handle,  making 
sure  that  they  have  all  the  required  entries.    You  must  also  be  sure 
that  you  handle  all  documents  with  appropriate  timeliness.    You  don't 
want  to  be  responsible  for  any  delinquent  documents. 


See  how  much  you  remember  about  the  functions  of  the  Document 
Control  Section  by  writing  short  responses  to  the  following: 

Q21.     When  you  check  supply  transaction  documents  for  complete 
signatures,  dates,  stamps,   or  other  entries,   this  is  called: 

Q22.  Normally,  how  many  workdays  pass  before  a  document  is  considered 
delinquent  ? 

Q23.     Who  performs  final  quality  control? 
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SUMMARY 

In  thl«  leMon  you  have  learned  about  some  of  the  listings  which 
are  essential  to  a  smooth  supply  operation. 


The  Stock  Nu^er  Directory /M14  is  a  listing  that  is  especially 
important  to  Materiel  Facilities  Specialists.     It  is  the  external  print- 
out of  the  internal  item  records.     It  serves  storage  and  issue  personnel 
as  a  warehouse  locator  listing  and  is  also  a  valuable  research  tool  for 
receiving  clerks  and  inspectors. 


The  Daily  Reject  Listing/D02  is  a  daily  print  out  of  all  the 
rejects  that  have  occurred  during  the  day.     It  is  used  to  Identify  those 
activities  or  individuals  that  are  causing  reject  conditions. 


The  Daily  Document  Register/D^A  lists  all  transactions  that  have 
successfully  processed  through  the  computer  on  a  given  day.  Customers 
of  Base  Supply  receive  the  part  of  the  listing  that  shows  transactions 
affecting  their  shop.    Materiel  Facilities  personnel  are  most 
concerned  with  part  1  of  this  listing  which  contains,  among  other 
things,  warehouse  changes. 


The  Daily  Transaction  Regi8ter/I>06  differs  in  format  from  the 
D04  in  that  it  is  grouped  by  stock  number  rather  than  organization.  This 
listing  is  used  to  determine  all  the  transactions  that  have  occurred 
for  a  particular  stock  number  on  a  given  day. 


The  Daily  Delinquent  Document  Listing  identifies  those  source 
documents  which  are  overdue  in  the  Document  Control  Section  (normally, 
documents  that  are  more  than  five  workdays  old.) 


ERLC 


The  final  part  of  the  lesson  discussed  the  duties  of  the  Document 
Control  Section.     It  is  this  section's  responsibility  to  insure  that 
each  transaction  affecting  any  stock  record  is  processed  through  ADPM. 
While  you  should  not  be  assigned  to  this  section,  you  must  work  closely 
with  it.     You  will  do  this  by  performing  initial  quality  control 
on  all  documents  you  handle,  and  by  processing  documents  in  a  timely 
manner.     Your  supervisor  may  also  be  involved  with  tracing  delinquent 
documents . 

This  completes  the  lesson  on  reports,   listings  and  document 
control.     Review  the  objective     listed  on  the  first  page.     When  you 
feel  confident  about  the  material  covered,  you  are  ready  to  take 
the  lesson  appraisal. 
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Ktl'UKibi  LISTINGS,  AND  DOCUCNT  CONTItOL  I^S 
Block  II,  Uaaoa  6 
Anaviira  to  QiMttloaa  In  tht  T«xt 
Ql.    Inttrnal  ii%m  records 

Q2,  Monthly 

Q3.     Po«t-poit  operttloni 

Q*.    Ascending  gtock  nuaber  and  tyttM  designator  within  type  eccoiMit 

Q5,  M14 

Q6.  $107.00 

Q7.     19A  ^13  DM? 

Q8.     To  identify  activities  or  individuals  that  are  cauaing  reject 
conditions  and  to  insure  that  all  rejects  ere  cleared 

Q9.     The  second  pert 

QIC.     System  designator  and  input  device,  and  by  TRIC  code  for  each  device 

Qll.  62 
Q12.  1)04 

Q13.     All  transactions  which  successfully  processed  through  the  cosiputer 
Q14.    System  designator,  type  account,  and  docuaant  nu]ri>er  (doim  right  col 
Q15.  006 

Q16.     System  designator,   type  account,  then  stock  nuafcer  and  trensaction 
serial  number 

Q17.     To  provide  information  on  all  transactions  that  have  processed,  which 
affect  a  particular  stock  nui^er 

Q18.     Trace  delinquent  documents 

Q19.     This  is  a  local  management  decision 
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Q20: 

Dally  Docuaent  Llitlng     b.  f 

W2  Dally  Reject  Llitlng    4<  c 

096  Dally  Trantactlon  Regltter      d,  a 

094  Dally  Docuaant  Raglatar  a 

Q21.  Quality  control 

Q22.  Five 

Q23.  Document  Control  SectloD 

Q24.  Document  Control  Carda 
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PROOAMCD  TEXT  /ly.^y 

\ 

002-02-07-01 

Technical  Training 
Materiel  Facilities  Specialist 
REJECTS.  MANAGEMENT  NOTICES.  AND  INQUIRIES 


March  1978 


LOWRY  TECHNICAL  TRAINING  CENTER 
3440th  Technical  Training  Group 
Lowry  Air  Force  Base.  Colorado 


Study  Guides  (SGs),  Workbooks  (WBs),  Study  Guide  and  Workbook  (SW), 
_  Prograimed  Texts  (PTs),  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 

dent use  In  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign 
rent  in  the  sequence  given,  and  U  will  aid  you  in  understanding  and 
retaining  -ey  points  covered  In  material  you  have  studied. 
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Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado  80230 


PT  G3ABR6453LOQ0 
Mrch  1978 


REJECTS.  MANAGEMENT  NOTICES.  &  INQUIRIES 


SCOPE 

In  this  lesson  m  are  going  to  discuss  rejects.  iiianage««nt  notices, 
and  Inquiries.    These  transactions  deal  with  Internal  computer  records. 
Rejects  result  when  the  computer  detects  an  error  while  atte«^)t1ng  to 
process  a  transaction.    Management  notices  are  produced  by  the  computer 
to  alert  you  of  a  special  condition.   Although  management  notices  do 
not  always  require  action,  they  do  aid  In  processing  transactions. 
Inquiries  are  Input  to  the  computer  to  obtain  Information  from  internal 
records     They  are  very  useful  when  utilized  properly.    To  become  a 
productive  worker  In  Base  Supply  you  must  become  familiar  with  and  be 
able  to  process  each  of  these  transactions. 


OBJECTIVES 

(1)  Determine  corrective  and/or  required  action  for  three  reject 
and  management  notices. 

(2)  Prepare  an  Inquiry  Input  and  Interpret  at  least  six  data 
elements  from  Inquiry  output  notices. 


DIRECTIONS 

To  complete  this  lesson,  you  will  need  an  extract  of  AFM  67-1, 
AIS  Module  Test  Form  #2.  a  piece  of  scratch  paper,  and  one  blank 
AF  Form  1991. 


Supersedes  AV  001-04-04-01  and  IS  001-04-04-02.  no  dates 
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Recently »  you  learned  how  to  operate  the  Remote  Keyboard  Printer. 
Hopefully,  all  your  inputs  were  accepted  by  the  computer. 


There  are  occasions*  however,  when  the  computer  will  reject  your 
Input.    There  are  two  reasons  for  a  reject.    First,  the  computer  does 
not  contain  the  internal  data  required  for  processing  the  Input  trans- 
action, or  second,  and  most  common,  an  error  was  made  on  the  Input. 
Incorrect  Inputs  cost  money  in  terms  of  man  hours  tnd  mterlals.  An 
error  must  be  corrected  so  that  the  input  is  accepted  and  processed. 


Let's  cover  an  Internal  problem  first.    Suppose  you  work  In 
the  Receiving  Section  and  a  shipment  of  property  Is  delivered  to 
you  for  receipt  processing.    When  you  atteirpt  to  process  the  receipt, 
the  computer  rejects  your  input  because  the  due-ln  document  nuirt>er  Is 
not  loaded  In  the  Internal  records  of  the  computer.    You  know 
that  the  due-in  document  nunter  must  be  loaded  before  this  transaction 
can  be  processed.    In  this  case,  the  computer  will  reject  the  Input 
because  the  necessary  internal  data  is  not  available. 


The  other  reason  for  a  reject  is  because  of  an  error  upon  input. 
This  could  result  from  the  Remote  Keyboard  Printer  operator  typing 
In  the  wrong  information  or  the  Input  being  prepared  Incorrectly. 


Regardless  of  the  reason,  when  an  error  is  made  on  an  input,  the 
computer  will  let  you  know.    You  will  receive  an  output  which  will 
Identify  the  reason  for  the  reject.    The  purpose  of  a  reject  notice, 
then,  is  to  identify  the  type  of  reject. 


As  soon  as  the  computer  detects  an  error  on  an  input  or  cannot 
locate  the  required  internal  record,  the  reject  program  takes  over 
and  stops  the  processing  of  your  transaction.    The  computer  cannot 
stop  you  from  typing  in  erroneous  data,  but  it  can  and  will  stop 
processing  your  request.    When  this  happens,  you  are  notified  of  the 
action  by  a  reject  notice. 
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When  tn  Input  Is  rejected,  two  separate  actions  take  place  and 
both  are  the  result  of  the  reject  program.    First,  as  we  have  Mentioned, 
a  reject  notice  Is  produced  and  second,  the  coRiputer  establishes  an 
internal  record  of  the  rejected  data.   This  record  Is  called  the  error 
suspense  record. 


These  two  actions  taken  by  the  reject  program  are  like  the  action 
taken  on  a  bad  check.   The  bank  does  not  pay  out  any  moni>y  and  It  keeps 
a  record  of  the  transaction  until  corrective  action  Is  taken. 


You  can  see  that  reject  notices  are  Important  because  they  tell 
you  that  some  type  of  action  roust  be  taken  In  order  to  reprocess  the 
Input.    Once  the  Input  processes,  the  error  suspense  record  for  that 
reject  will  be  cleared.    Each  reject  notice  Is  assigned  a  three  digit 
numeric  code  followed  by  the  letters  "REJ"  meaning,  of  course,  reject. 
The  code  relates  to  an  explanation  of  the  reject  and  the  action  re- 
quired to  clear  It.    All  of  these  codes  are  listed  In  AFM  67-1,  Volume 
II,  Part  Two,  Chapter  30.    Figure  1  Is  an  example  of  a  356  reject. 
Notice  that  besides  the  "356  RFJ"  there  Is  also  a  plain  language 
phrase  which  tells  you  In  general  terms  what  Is  wrong  with  your  Input 
or  why  the  reject  occurred.    Ihe  356  reject  notice  tells  us  that  the  due- 
1n  detail  record  Is  not  loaded-see  chapter  30. 
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Figure  1 


In  other  words,  the  receipt  you  tried  to  process  cannot  be  accepted 
because  the  due-in  document  number  (card  columns  30-43)  is  not  loaded 
in  the  computer.    The  phrase  also  references  a  place  for  you  to  go  and 
find  what  corrective  action  is  required. 


As  we  stated  earlier,  all  corrective  actions  are  listed  in  chapter 
in     Each  tvoe  reject  has  a  three-digit  code  that  identifies  it.  This 
tSree  digiJ'code  is  followed  by  the  letters  "REJ."    Chapter  30  lists 
all  of  these  codes  in  numerical  sequence.    Obtain  the  extract  of  AFM 
67-1  and  locate  the  356  reject  on  page  30-56b. 
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Below  the  first  section,  locate  the  section  entitle  ''action." 
The  first  part  of  the  entry  explains  the  format  for  the  reject  notice. 
Below  this  Is  the  section  that  spells  out  the  corrective  action  that 
you  must  take  In  order  to  successfully  process  the  transaction.  In 
this  case,  you  vould  correct  the  Input  document  number  (card  columns 
30-43)  and  relnput.     Paragraphls  ''a"  through  "e"  listed  In  the  section 
below  the  "action''  line  Identify  additional  corrective  action  steps  for 
specific  conditions. 


Do  not  be  concerned  about  trying  to  remember  all  rejects  aud 
their  respective  corrective  actions.     As  yov  can  see.  that  would  be 
an  Impossible  task  for  even  the  most  experienced  supply  personnel. 
The  point  to  remember  la  where  to  find  corrective  action  for  a  reject. 


Why  Is  this  Important?    Think  about  It.    All  transactions  have  a 
purpose  behind  them,  so        you  tried  to  make  an  Input  you  must  have 
had  a  reason.     Therefore,  when  you  get  a  reject,  you  must  find  out 
what  you  did  wrong,  take  corrective  action,  and  then  relnput  the 
transaction.     By  doing  so,  you  accomplish  not  only  the  purpose  of 
the  original  transaction,  but  yu  also  clear  the  reject  as  well. 
You  should  do  this  as  soon  as  possible  because,  as  a  general  rule, 
rejects  should  be  processed  and  cleared  within  one  workday. 


At  the  end  of  every  workday,  the  computer  uses  the  error  suspense 
records  to  prepare  the  Dally  Reject  Listing.     (You  learned  a  little 
about  the  reject  listing  In  the  last  lesson).     This  listing  Is  then 
distributed  to  each  branch  at  the  beginning  the  next  workday.  Be- 
cause the  Dally  Reject  Listing  is  a  product  of  the  error  suspense 
records,  It  shows  every  reject  that  has  occurred.     Remember,  once 
the  reject  has  been  cleared.  It  will  be  erased  from  the  error  suspense 
record  and  no  longer  appear  on  the  Dally  Reject  Listing. 


This  completes  the  part  of  the  lesson  Oii  rejects.     Let's  test 
what  you've  learned  so  far.     Answer  the  following  qMestlons  on  a 
sheet  of  scratch  paper.     Once  you  have  finished,  check  your  responses 
with  the  answer  key  located  at  your  Instructor's  desk. 
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Ql.    What  are  the  two  reasons  for  a  reject? 

Q2.    What  is  output  when  a  typing  error  is  made? 

Q3.    When  is  the  error  suspense  record  created? 


digit  numeric  code 


Q4.    Each  reject  is  assigned  a   

followed  by  the  letters  "REJ." 

Q5  Research  chapter  30  of  ARM  67-1  for  the  reject  shown  in 
figure  2  >i)elow  and  write  down  the  corrective  action. 
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Figure  2 
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As  you  have  learned,  rejects  occur  when  an  error  has  been  made. 
However,  a  mistake  Is  not  the  only  thing  that  stops  computer  processing. 
Sometimes  the  computer  stops  when  It  needs  your  help.     It  tells  you 
this  with  a  management  notice. 


Management  notices  are  output  by  the  corouter  primarily  to 
Initiate  some  sort  of  action  on  your  part.    Stnce  the  coivuter  cannot 
make  external  decisions,  your  expertise  Is  required.    You  POfsess  Jhe 
knowledge  and  experience  required  to  make  these  lypes  of  decisions. 


A  management  notice  tells  you  that  an  external  decision  or  some 
external  action  must  be  taken  before  the  computer  can  process  a  particular 
transaction.    So  you  see,  the  computer  cannot  do  everything. 


Just  like  reject  notices^  management  notices  are  also  Identified 
by  a  three  digit  alpha/numeric  code.    In  most  cases,  the  code  is  pre- 
ceded by  a  letter.    We  will  be  concerned  only  with  the  letter    I  be- 
cause it  appears  on  the  management  notices  you'll  process  most  often. 


following  the  alpha/numeric  code  the  letters  "MGT "  will  appear  on 
d  -^'.gement  notice.    A  plain  language  phrase  describing  what  decision 
m       e  made, or  what  action  should  be  taken  will  follow  ti.e  letters 


As  was  the  case  with  rejects,  all  management  codes  are  listed  in 
chapter  30  of  AFM  67-1.  Figure  3  is  an  example  of  a  1015  management 
notice. 
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Figure  3 


What  action  would  you  take  with  this  management  notice?   To  find 
out    turn       page  30-144  of  the  AFM  67-1  extract     Well,  according  to 
?he'ent?y  fSr  1015,  the  required  action  is  to  hold  the  property  in  a 
JSldIng  area  pending  receipt  of  DD  Fon.  1348-1.  Transfer  to  DPDO. 


Let's  consider  an  example  of  how  a  management  notice  is  used. 
Suppose    n  organization  requests  four  aircraft  tires  from  Base  Supp  y. 
The  supply  personnel  process  this  request  through  the  computer  and  it 
detemiSes  that  since  three  tires  are  available  in  the  warehouse  they 
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will  be  issued  and  the  fourth  tire  will  be  back  ordered.    The  cop^uter 
will  output  a  management  notice  telling  the  supply  personnel  of  the 
Situation  so  that  the  Infomatlon  can  be  passed  on  to  the  requesting 
organization. 


As  you  can  see.  the  computer  Is  not  capable  of  doing  everything. 
You  have  learned  that  the  computer  Is  progranred  to  do  a  variety  of 
tMn«  however   some  decisions  cannot  be  made  by  the  computer.  This 
s  XrJ^riheTpectallst.  come  In  handy.    Because  of  your  ability 
to  I«ke  decisions.  It's  up  to  you  to  assist  the  computer  In  processing 
transactions. 


Let's  take  a  break  and  answer  the  following  questions.  Record 
your  answers  on  a  piece  of  scratch  paper.    Rementer  to  check  your 
answers  against  the  answer  key  at  the  Instructor  s  desk. 


06  What  is  output  If  the  computer  Is  not  able  to  process  an  Input 
because  the  necessary  Internal  data  Is  not  available? 
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Figure  4 
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Q7.    Rejects  are  recorded  on  what  record? 

Q8.    When  is  a  management  notice  output? 

Q9.  On  what  page  in  the  AFM  67-1  extract  would  corrective 
tion  be  found  for  the  reject  notice  in  figure  4? 
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Figure  5 

Q10.    What  action  is  to  be  taken  for  the  manageirent  notice  shown 
in  figure  5? 

So  far  we  have  discussed  two  ways  the  computer  asks  for  your  help. 
The  f?nal  part  of  the  lesson  we'll  be  concerned  with  is    ust  t  e  reverse. 
Now  you  can  get  help  fn^m  the  computer.    As  you  learned  in  Block  1  data 
ircintained  in  both  internal  (basic,  detail,  and  support)  and  external 
work  listings  and  suspense  files)  records.    When  you  need  information 
you  should  always  try  ?o  find  the  answers  in  -ork  listings  or  suspense 
files  first     All  of  the  management  products  you  heard  about  in  the 
last  lesson'are  there  for  you  to  use.    This  is  because  obtaining 
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Information  from  the  internal  records  requires  the  use  of  costly 
computer  time  that  could  be  used  for  higher  priority  requests.  For 
example    if  you  wanted  to  find  the  warehouse  location  for  an  item 
you  should  check  the  Stock  Number  Directory  since  it  lists  warehouse 
locations. 


However,  if  the  information  you  are  trying  to  locate  is  not 
available  in  work  listings  or  suspense  files,  you  must  ask  the 
computer.    This  Is  called  an  "inquiry/ 


The  computer  is  loaded  with  information  and  is  willing  to  tell  you 
anything  it  knows,  as  long  as  you  ask  in  the  right  format.    The  correct 
format  is  in  the  form  of  an  inquiry.    The  purpose,  then,  of  an  inquiry 
is  to  obtain  information  from  an  internal  record  stored  in  the  computer. 


As  you  know,  the  only  way  to  converse  with  the  computer  is  through 
the  use  of  an  input  that  is  in  the  proper  format.    For  inquiry  inputs, 
you  must  prepare  either  an  AF  Form  1530  or  AF  Form  1991.    For  school 
purposes  you  will  use  AF  Form  1991.    AF  Form  1530  is  ideal  for  field 
use  because  it  can  accomodate  numerous  requests.    For  all  inquiries 
the  computer  will  produce  an  output  notice  that  contains  the  requested 
data.    The  output  notice  is  DD  Form  1348-1. 


Figure  6  Is  the  format  to  follow  when  preparing  an  inquiry.  As 
you  can  see,  it  specifies  the  type  of  data  to  put  in  each  card  column. 
Card  colunr  7  is  where  you  are  required  to  indicate  the  type  of  inquiry 
you  are  processing.    These  types  are  explained  in  note  1  of  figure  6. 
Because  this  Is  such  an  inportant  entry  on  the  input,  let's  discuss 
each  of  the  types  listed  in  detail  as  we  proceed  through  the  remainder  of 
this  lesson.    (Incidentally,  there  are  many  more  that  are  not  shown  here.) 
Take  a  minute  to  examine  the  information  available  for  each  type  of 
inquiry  listed. 


Take  a  few  minutes  to  examine  the  format  in  figure  6.  Then  we'll 
go  through  the  step  by  step  procedures  for  preparing  an  inquiry. 
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INQUIRY  FORMAT 

Card  Colmwns  Information  Cownents 

1-3  TRIG  INQ 

7  Type  Inquiry  See  Note  1 

Designator 

8-22  Stock  Number 

30-43  Docunent  Number  Type  "7" 

Inquiry  Only 

////////////////////////////////////////////////////////////////////// 
Note  1:    Type  Inquiry  Designators  are  as  follows: 
Designator  Data  to  be  Obtained 

1  System  Designator,  Unit  of  Issue, 

Quantity  on  hand  In  the  Warehouse, 
Security  Classification,  Unit  Cost, 
and  Warehouse  Location 

2  List  all  detail  records  for  the  input 

stock  nun)ber  (Due-ln,  Due-out,  Supply 
Point,  ar^d  Equipment  details) 

7  Tells  wl/ether  or  not  the  input  document 

number /is  loaded  in  the  computer 

/  (slash)  Provides  exception  and  stock  control 

data.    Lists  all  exception  codes  for  the 
input  stock  number 


Figure  6 
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Let's  prepare  an  Inquiry  following  the  fomat  1n  figure  6.  Before 
Me  begin,  make  sure  you  have  a  blank  AF  Form  1991. 


Be  sure  to  complete  each  entry  as  we  discuss  it.    According  to  the 
format,  card  columns  1  through  3  will  be  the  first  entry     This  entry 
Is  called  the  TRIC  (transaction  Identification  code).    The  TRIG  for 
an  Inquiry  Is  "INQ."    So  complete  the  first  three  card  columns  now. 


Card  column  7  is  the  next  required  entry.    It  contains  the  type 
inquiry  designator  code.    This  code  is  determined  by  the  type  of  In- 
formation desired.    Some  of  the  choices  are  explained  In  note  1.  For 
example    if  you  needed  to  know  the  unit  price  for  an  Item,  you  would 
process'a  type  "1"  inquiry.    Why?    Because  unit  cost  Is  listed  with 
the  data  to  be  obtained  for  a  designator  of  "1." 


Complete  card  column  7  of  your  AF  Form  1991  by  selecting  and 
entering  the  appropriate  type  inquiry  designator  that  will  provide 
the  Issue  exception  code  of  an  Item. 


Your  final  task  in  completing  this  problem  Is  to  enter  the  stock 
number.    The  stock  number  is  placed  in  card  columns  8  through  22. 
Let's  say  that  the  stock  number  for  this  problem  Is  1560007538374BX. 
Enter  it  now'. 


Now  take  a  second  to  check  your  work.    Compare  the  AF  Form  1991 
just  completed  against  the  completed  one  in  figure  7.  Hopefully 
r  AF  Form  1991  is  a  duplicate  of  the  one  in  figure  7. 
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Figure  7 


Notice  that  the  format  Indicates  that  some  Inputs  require  an 
additional  entry  In  card  columns  30-43.    However,  note  1  explains  that 
the  document  number  Is  entered  o'^ly  if  you  are  preparing  a  type  "7" 
Inquiry.    Unlike  other  Inquiries,  the  type  "7"  inquiry  must  contain  a 
document  number  instead  of  a  stock  number. 


Let's  look  at  an  example  of  when  a  type  "7"  inquiry  is  used. 
Say  you  ordered  a  desk  for  your  office  last  month.    Because  you  have 
not  received  it,  your  supervisor  directs  you  to  find  out  what  has 
happened  to  the  order.    (This  is  called  status       Since  Base  Supply 
furnished  you  with  a  document  number  for  the  order  at  the  time  it 
was  placed,  you  should  use  it  when  inquiring  the  computer.  Remember, 
a  type  "7"  Inquiry  will  contain  a  document  number,  not  a  stock  number. 


ERIC 


There  are  many  different  types  of  inquiries  (the  format  shows  only 
a  few)  and  a  great  deal  of  information  is  printed  on  each  output  notice 
that  results  from  an  input.    For  this  lesson  you  are  not  expected  to 
interpret  all  of  the  information  on  every  output  notice.  However, 
you  must  be  able  to  interpret  the  more  important  portions. 

15 

002-02-07-01    ^  •  ^ 


Let's  stdrt  with  the  type  "1"  inquiry.    You  will  need  d  copy  of 
the  AFM  67-1  extract  to  complete  this  problem.    Figure  8  is  an  example 
nf  a  tvoe  "1"  inquiry.    How  do  we  know  for  sure  that  this  is  in  fact 
a  tvoe^"  inquiry?    Well,  look  at  the  first  line  of  print  (comnonly 
r^firnsd  to  as  the  input  image).    Notice  that  a  "1"  appears  directly 
below  card  column  7'.    Can  you  remember  what  card  column  7  on  an  inquiry 
format  identifies?    If  you  have  forgotten,  then  refresh  yo^r^-^^jy 
looking  at  the  inquiry  fonnat  in  figure  6.    Hopefully,  you  detennined 
that  card  coluitn  7  identifies  the  type  inquiry  designator. 


This  confinns  the  fact  that  figure  8  is.  in  fact,  a  type  "1"  inquiry, 
Let's  examine  figure  8  closely  and  interpret  selected  information. 
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Figure  8 
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Chapter  23  of  the  AFM  67-1  extract  is  titled,  "Management  Products** 
Since  an  inquiry  output  is  considered  a  management  product,  this  chapter 
will  be  our  reference  for  interpreting  inquiries.    Open  your  AFM  67-1 
extract  to  the  table  of  contents.    Notice  that  section  D  is  titled, 
"File  Interrogation  System/*   Since  "interrogation"  is  a  fifty  dollar 
word  for  inquiry  this  will  be  the  section  we'll  use  when  interpreting 
an  inquiry.    Now  turn  your  AFM  67-1  extract  to  page  23-58.    This  is  the 
attachment  that  explains  the  output  format  on  an  inquiry.    It  explains 
the  information  contained  in  each  card  column  of  each  line  on  the  output 
form.   We  are  mainly  interested  in  the  "Basic  Item  Record  Data"  which 
is  shown  on  line  2  of  the  form  and  explained  on  the  left  side  of  page 
23-58.    Locate  it  now.    Notice  that  the  first  entry  under  the  heading 
is  "Stock  Number"  which  should  be  printed  in  carl  columns  1  through  15 
on  line  two  of  the  output  notice  in  figure  8.    Now  check  Figure  8  and 
locate  the  stock  number. 


Take  a  look  at  the  next  entry  on  the  output  form.    It  is  Pl  in 
card  columns  17  and  18.    What  does  this  mean?   According  to  the  format 
on  page  23-58  those  card  columns  contain  the  system  designator.  Next 
comes  the  unit  of  issue,  then  the  serviceable  balance,  and  so  on.  The 
thing  to  remember  is  that  you  should  use  the  format  on  page  23-58  to 
locate  and  interpret  information  of  the  output  notice. 


As  previously  mentioned,  you  will  not  be  held  responsible  for 
memorizing  all  information  printed  on  an  inquiry  output  notice,  but 
you  will  need  to  remember  where  to  locate  the  appropriate  format. 
The  data  highlighted  in  figure  8  represents  the  type  of  information 
you  will  normally  be  checking-on. 


Let's  take  a  few  minutes  to  test  your  understanding  of  interpreting 
a  type  "1"  inquiry.    Use  figure  8  and  your  AFM  67-1  extract  answer 
the  following  questions.    Record  your  answers  on  a  piece  of  scratch 
paper.    When  you  have  finished,  grade  your  work  by  using  the  answer 
key  at  the  instructor's  desk. 


Qll.    What  is  the  controlled  item  code? 

Q12.  Which  card  columns  contain  the  unit  price  of  an  item  on 
a  type  "V*  inquiry? 
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Q13.    What  Is  the  serviceable  balance  for  this  item? 


Now  let's  discuss  the  type  7"  (slash)  inquiry.  Figure  9  is 
an  example  of  a  slash  inquiry. 


Notice  that  the  second  line  of  print  contains  the  same  information 
as  the  second  line  of  print  on  a  type  "1"  inquiry.    Now  lev's  focus 
our  attention  on  the  third  line  of  print  of  figure  9.    As  before,  refer 
to  page  23-58  as  we  interpret  the  data  on  line  3  In  figure  9. 


2915005416861 


2915005416861  01  EA 
r^LVE  FUEL  DRAIN 


wi»  tb"  '  '  ^ — wW»ri>iwAjie/ 


1X5  RX  SX 


-I  I  I  L. 


IVUP293B5293  FGZXB: 
1 


.41  T  kUMI 


B  c 


ferns 


».»H  o-«%wo  INSTRUCTIONAL  PURPOSES  OKLY 


Figure  9 
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The  format  for  interpreti^n  line  3  in  Figure  9  is  located  below 
the  column  titled,  "Exception  Ja to      Notice  that  the  first  entry 
under  this  heading  is  "Nomenclature"  and  that  it  is  located  in  card 
:olumns  1  through  19.         look  at  Figure  9  and  locate  the  nomenclature 
•*valve  fiiel  drain,*' 


The  next  entries  on  this  line  are  used  to  show  che  t^pe  of  exception 
code  that  has  been  assigned  to  the  item.    The  1X5  In  card  columns  30-32 
indicates  that  the  item  has  an  issue  exception  code  5.    Because  there 
are  no  assigned  codes  following  the  EX  (excess  exception),  RX  (requisition 
exception),  and  SX  (shipment  exception)  we  can  assume  that  the  item  doesn't 
have  them.    If  an  exception  code  is  assigned  to  an  item  it  will  appear 
inmediately  following  the  approp'^iate  abbreviated  phrase;  otherwise  it 
will  be  left  blank. 


Try  this  onel  What  is  the  shipment  exception  code  for  the  item  in 
Figure  10? 
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Figure  10  |7Q 
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Looking  at  Figure  10,  it's  relatively  easy  to  see  that  "3"  is 
the  shipment  exception  code,  but  did  you  follow  the  proper  procedure? 
What  i-  the  proper  procedure?    Well,  first  you  should  have  checked 
page  23-58  to  determine  in  which  card  column  the  shipment  exception 
code  is  printed.    Then  you  would  locate  the  shipment  exception  code 
in  figure  10  using  the  information  you  obtained  from  page  23-58,  Now 
that  wasn't  too  difficult  to  figure  out,  was  it? 


Let's  take  a  break  and  answer  a  few  questions  about  a  slash 
Inquiry.    Use  page  23-58  and  figure  10  to  answer  the  following 
questions. 

Q14.    What  is  the  issue  exception  code  for  the  item  in  figure  10? 

015.    Which  card  column  contains  the  requisition  exception  code? 

Q16.    What  information  is  printed  in  card  columns  1  through  19 
on  line  3  of  a  slash  inquiry? 


Now,  let's  look  at  the  type  ''2'  inquiry.    As  indicated  in  note  1 
of  figure  6,  a  type  "2"  inquiry  provides  a  list  of  all  detail  records 
that  are  linked  to  the  item  record  of  the  input  stock  number.    Figure  11 
Is  an  example  of  a  "ype  "2"  inquiry. 


Although  chapter  23  is  the  basic  guide  used  for  interpreting 
inquiries,  it  is  not  the  only  reference  used.    It  takes  a  lot  of 
practice  to  know  exactly  where  to  go.    We  must  use  chapter  4  to 
interpret  the  detail  records  listed  on  a  type  "2"  inquiry.  Turn 
now  to  the  table  of  contents  for  chapter  4  in  your  AFM  67-1  extra 
As  you  can  see,  section  C  contains  many  different  types  of  detail 
records,    ror  school  purposes,  we  will  examine  only  the  due-in  and 
due-out  detail  records  because  they  a-e  the  most  frequently  used. 


Let's  start  with  the  due-out  detail  record.    Turn  to  page  4-12A. 
The  right-hand  column  of  the  upper  half  of  the  page  shows  the  print 
positions  on  an  inquiry  printout  for  various  bits  of  information. 
Notice  the  entries  that  are  underlined.    These  entries  represent 
the  most  important  data  about  due-out  detail  records  that  you  would 
r;nd  on  an  inquiry.    Let's  locate  this  data  on  Figure  11. 
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According  to  page  4-12A.  the  first  bit  of  information  to  be  located 
i.  the  Siaitity  due-out  printed  in  card  columns  18  through  22  Now 
ILlJ  at  me  3  of  figure  11  and  locate  the  quantity  due-out.    In  this 
case  the  quantity  due-out  is  9W92. 
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Figure  11 
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Refer  back  to  page  4-12A  and  identify  the  next  bit  of  mfomation 
to  be  fourd  on  a  due-out  detail  record.    Hopefully  you  discovered  that 
Jhp-JvnP  detail"  code  m  card  column  23  is  the  next  entry  to  be  located. 
0  ice  th  Par^n  hesis  next  to  the  "type  detail"  is  the  letter  0 

?M    ident  fies  the  entry  as  a  due-out  detail  record      (^ou  can  fin?  a 

Mf!  T^t  of  tvoe  detail  codes  and  what  they  represent  in  chapter  3 
rSprey^i    VOW  11    Part  Two).    Now  look  at  figure  12  and  locate  the 
type  deta  il  code.  ISi 
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Figure  12 


Hopefully  you  found  a  type  detail  code  0  on  line  3  of  figure  12, 
This  tells  us  that  this  entry  (line  3)  is  in  fact  a  due-out  detail. 


The  last  entry  that  we'll  look  at  according  to  page  4-12A  is  the 
"document  number.'*    Notice  that  the  document  number  is  printed  in 
card  columns  24  through  37.    Locate  the    document  number"  on  line  3 
of  figure  13. 
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Figure  13 


What  IS  tie  document  number  for  figure  13'^    Your  respunse  should  have 
been  X103WS7245001 3.    We  can  briefly  sum  up  what  we  have  found  on  the 
type  "2"  inquiry  by  saying  that  a  quantity  of  two  is  due-out  on  document 
number  X103WS7245001 3,    Wasn't  that  easy? 


Now  let's  examine  a  due-in  detail  record.    Notice  that  the  due-m 
detail  record  format  is  Iccdted  at  the  top  of  page  4-10  of  >our  AFM 
67-1  extract. 
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The  underlined  entries  on  page  4-10  are  the  ones  we  will  focus 
our  attention  on.    According  to  page  4-10  the  first  entry  we  will 
look  at  is  the  quantity  due-in  printed  in  card  columns  18  through  ZZ. 
Since  line  4  of  figure  14  is  a  due-in  detail  record,  locate  the  quantity 
due-in. 
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Figure  14 


The  next  entry  we'll  look  at  is  in  card  column  23.    According  to 
the  format,  card  column  23  contains  the  "type  detail"  code.    Now  locate 
and  identify  the  type  detail  code  on  line  4  on  figure  15.    The  "V  proves 
the  fact  that  line  4  of  figure  15  is  in  fact  a  due-in  detail  record. 
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Figure  15 


The  last  entry  in  .figure  15  that  is  important  to  interpret  is  in 
card  columns  30  through  37.    Let ' s  look  at  page  4-10  and  find  out 
what  mfomation  is  contained  in  these  card  columns.    Card  columns  30 
through  37  contain    the  requisition  (due-in)  number.    Locate  the  requisition 
number  on  Ime  4  of  figure  15.    Hopefully  you  found  that  the  requisition 
number  was  7256  0167. 


The  requisition  number  is  important  because  it  indicates  that  action 
has  been  taken  by  Base  Supply  to  order  the  requested  item  from  the  source 
of  supply.    This  inquiry  has  told  us,  then,  that  a  quantity  of  0W4  is 
du«-in  on  requisition  number  7245  0167. 
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Before  we  discuss  the  last  type  of  inquiry,  answer  the  following 
questions  on  a  piece  of  scratch  paper.    Don't  forget  to  check  your 
answers  against  the  answer  key  at  your  instructor's  desk. 


Use  figure  16  and  page  4-12A  to  answer  questions  17  through  19, 
Q17.    What  is  the  type  detail  code  for  a  due-out  oetall  record' 
Q18.    What  is  the  due-out  document  number? 
Q19.    What  is  the  due-out  quantity? 

Use  figure  16  and  page  4-10  to  answer  questions  20  and  2i. 

Q20.    What  IS  the  quantity  due-in? 

Q21  .    What  is  the  due-in  document  number? 
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Figure  16 
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Now  it's  time  to  discuss  the  last  type  of  inquiry.    This  one  is  the 
simplest  of  all  to  interpret.    As  previously  mentioned,  the  type  "7" 
inquiry  interrogates  the  computer  using  a  document  number. 


Suppose  you  submitted  a  request  to  Base  Supply  for  three  snow  shovels. 
Since  this  is  not  considered  a  mission  essential  requirement,  your  request 
would  be  given  routine  handling.    This  means  that  Base  Supply  would  notify 
you  of  stutus  on  this  request  by  forwarding  a  management  notice  to  you 
through  normal  distribution  channels.    Let's  say  that  a  week  has  elapsed 
since  the  requirement  was  initiated  and  the  management  notice  has  not 
been  received.    Because  Base  Supply  furnished  you  with  a  document  number 
at  the  time  you  submitted  the  request,  you  could  process  a  type  "7"  inquiry 
to  find  out  whether  or  not  the  document  number  is  loaded.    If  the  inquiry 
output  notice  shows  that  the  document  number  is  loaded  then  you  would 
know  that  the  shovels  were  on  back-order.    When  the  document  number  on  a 
type  "7"  inquiry  is  loaded,  the  computer  will  print  the  input  document 
number  on  line  2  of  the  output  notice,  DD  Form  1348-1.    Figure  17  is 
an  example  of  a  type  "7"  Inquiry  that  tells  us  the  document  number  is 
loaded.    Notice  that  in  the  input  document  number,  X144AG73450024  is 
repeated  on  the  second  line  of  print  in  figure  17. 


OODDOOOaOCBBISGBDOECDESE 

H 

J-L-l  ....Li.J 

•1.  I 
•••«  } 

«  i 

nam  ttti 

;31PPf'5765752  tn.PPPH2 

CDCl  44AG  7  34  5^^2411 2BUM 
• 

B3] 

V. 2 344 3256 7 
j».  .- 

1 

»  % 

1' 

w 

RATI 

1 

N  O 

0 

t 

t 

t 

t 

•  • 

1 

) 

c 
« 

"ICf'VCO        anO  OAt( 

J 

• 

TOtAv  Cute 
• 

«  • 

WAMfMOUttO            ANO  QAfC 
• 

WAllfHOUtC  VOCATlQM 

'0 

MA  am 

« ? 

w  w 

'^g.         .     .  X  

t4|.           warn       «ei*«io  ««•••••»*•<.-«  ^.M 
•  0^  1  It*  14          l(  vico 

i.-yt.io  pQi^  INSTRUCTIONAL  PURPOSES  ONLY 

ErJc  :.9ure  17X57 


ns 


On  the  other  hand,  if  an  input  docunent  number  is  not  loaded, 
the  computer  will  tell  you  so  by  printing  a  plain  language  phrase. 
This  Dhrase  is  printed  on  the  second  line  of  the  output  notice. 
Fiqure  18  is  a  type  "7"  inquiry  that  processed  for  a  document  number 
that  has  not  been  loaded.    Notice  the  phrase  printed  on  line  2. 


MGT  RCD  NOT  LOADED 
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Figure  18 


The  mam  difference  between  the  type  "2"  inquiry  and  type  7 
inquiry  is  that  the  type  "2"  lists  aVI  detail  records  for  a  stock 
nunter  whereas  the  type  "7"  provides  information  for  one  document 
number  at  a  time. 
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Inquiries  are  input  through  the  Renx)te  Keyboard  Printer  or  the 
Main  Card  Reader.    Inquiries  have  the  same  priority  as  any  other 
input;  therefore,  the  control  of  inquiries  is  very  important.  If 
information  is  not  needed  immediately,  then  the  inquiry  should  be 
held  and  Input  during  end-of-day  processing. 


Answer   the  following  questions  on  a  piece  of  scratch  paper.  You 
may  need  to  refer  back  to  figure  6  if  you  can't  respond  to  the  questions. 

Q22.    What  data  can  be  obtained  from  a  type  "2"  inquiry? 

Q23.    Which  type  inquiry  provides  exception  codes  for  an  item? 

Q24.    What  information  does  a  type  "7"  inquiry  provide? 

Q25.    In  which  card  column  is  the  type  inquiry  designator  entered 
on  AF  Form  1991? 


This  completes  the  lesson  on  rejects,  management  notices,  ^nd 
inquiries.    Let's  review  briefly  what  we  have  covered.    When  the 
computer  does  not  accept  your  input,  a  reject  occurs.    There  are 
two  reasons  for  rejects.    The  first  is  that  the  computer  does  not 
contain  the  internal  data  required  for  processing  the  input  transaction. 
The  second  is  that  an  error  was  made  on  the  input.    When  an  input  is 
rejected  two  things  happen:    a  reject  notice  is  produced,  and  the  computer 
establishes  an  error  suspense  record. 


Reject  notices  are  assigned  three  digit  numeric  codes  followed 
by  the  letters  REJ .  Since  all  rejects  must  be  cleared,  corrective 
action  is  prescribed  in  AFM  67-1,  Volume  II,  Part  Two,  Chapter  30. 


The  error  suspense  record  keeps  track  of  all  rejects  and  is  the 
basis  from  which  the  Cjily  Reject  LiUing  is  produced.    Once  a  reject 
is  reprocessed  successfully  it  is  cleared  fron,  the  error  suspense 
record  and  will  no  longer  appear  on  the  Daily  Reject  Listing. 
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ItonanMKnt  notices  are  output  by  the  computer  pri warily  to 
Initiate  external  action.    Management  notices  "J  ^<l«!ljy^«J.^  * 
three  digit  alpha/nuroric  code  and  the  letters  MGT.    The  action 
required  by  a  nanaaenient  notice  is  listed  in  AFM  67-1,  Voluae  II. 
Part  Two,  Chapter  30. 

Inquiries  are  input  to  the  computer  to  obUin  infonation  not 
otherwise  available  in  work  listings  or  suspense  files.  Inquiries 
are  prepared  on  AF  Form  1991  or  AF  Form  1530.   They  are  input  throu^ 
the  Remote  Keyboard  Printer  or  the  Main  Card  Reader.   AFM  67-1. 
Volume  II,  Part  Two,  Chapter  23.  provides  the  basic  guidelines  for 
Interpreting  inquiries. 

You  have  now  completed  the  programned  text  on  rejects,  managenent 
notices,  and  inquiries.    Review  any  portion  of  the  lesson  you  aren  t 
sure  of.    Then  ask  your  instructor  for  the  lesson  appraisal. 
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REJECTS.  MANAGEMENT  NOTICES.  AND  INQUIRIES 
Block  I»  Lesson  7 
Answers  to  Questions  in  the  Text 

Ql.    The  cOTputer  does  not  contain  the  internal  data  required  for  , 
processing  the  input  transaction  and  when  an  error  la  made  on  tue  Injxit. 

Q2.  Reject  notice. 

Q3.  When  the  cOTputer  rejects  an  Injxit* 

Q4.  Three. 

Q5.  Req\iest  that  Research  load  the  Item  If  required* 

Q6,  A  reject, 

Q7.  Error  Suspense  Record. 

Q8.  Whenever  an  external  decision  or  some  tort  of  external  action  la 

required  on  your  part. 

Q9.  30-37. 

QIO.    Warehouse  the  quantity  indicated  in  the  management  notice  In  the 

location  indicated. 

Qll  .  U. 

Q12.  Card  columns  73  throup^h  80. 

Q13.  000003. 

Q16.  Blank. 

Ql    .  Vy  . 

Ql  (^  ,  Nonir  :k  1  at  m  r«' , 

Q17.  0 
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QIR.  XIA/«AC7  3560035. 

Q19.  mtT' 

Q20.  00017. 

Q21.  71590155. 

Q22.  All  detail  records  for  the  input  stock  number. 

Q23.  Slash  (/). 

Q24.  Tells  wherhnr  or  r\ot  the  input  document  runber  Is  loaded. 

Q25.  7. 
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dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  dssignfT^nts  in  the  most  logical  sequence  for  easy  understanding. 
Answer  sel f-evdl udtion  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  In  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch  PT  G3ABR64531  000 

Lowry  Air  Force  Base,  Colorado  March 

STORAGE  FACILITIES 

SCOPE 

As  a  Materiel  Facilities  Specialist  you  will  probably  be  assigned 
to  the  Materiel  Storage  and  Distribution  Branch  of  Base  Supply.  In 
simple  terms,   this  means  that  you  will  be  connected  with  the  warehous- 
ing operation  in  the  Standard  Base  Supply  System. 

Since  storage  will  be  part  of  your  Job,  it's  important  that  you 
learn  as  much  as  possible  about  this  operation.     This  block  will  be 
devoted  to  the  different  aspects  of  the  storage  policies  and  procedures 
followed  by  the  Air  Force. 

You  will  also  become  familiar  with  another  standard  Air  Force 
publication  that  is  almost  as  important  to  you  as  AFM  67-1.     This  is 
AFR  69-8,  USAF  Storage.     Several  of  the  lessons  in  this  block  will 
refer  you  to  AFR  69-8  for  illustrations  or  additional  details. 

This  lesson  will  start  with  the  basics  by  teaching  you  about  the 
different  types  of  storage  facilities  used  by  the  Air  Force  and  the 
types  of  physical  arrangements  that  may  be  found  in  thetn, 
OBJECTIVE 

Match  facts  about  Che  various  types  of  storage  facilities  to  a 
list  of  these  storage  facilities. 
DIRECTIONS 

To  complete  Lhi«  lesson  you  wiJ  I  ricrd  this  text,  a  copy  of  AFR 
69-8,  a  sheet  of  .scratch  paper,  and  AIS  answer  sheet  3.     There  are 

Supersedes  11  00?-05-01-01  and  AV  002-05-01-03,  May  1976, 


embedded  quostionM  In  t  lir  text.     Answer  chem  on  Che  sheet  of  scratch 
paper.     A  key  to  the  correct  ansvers  is  available  at  the  instructor 
station.     Use  it  to  check  your  work.     If  you  have  any  problcnb  or  don't 
understand  something,  be  sure  to  ask  one  of  your  instructors  for  help. 

As  you  have  seen,   the  Air  Force  supply  system  deals  with  a  huge 
variety  of  items.     It  only  makes  sense  that  different  types  of  storage 
facilities  are  needed  to  take  care  of   the  different  types  of  items. 
You  wouldn*t  want  to  store  munitions  or  explosives  in  the  same  area  as 
paints  or  paper  products.     That  would  only  increase  the  hatard .  Items 
that  require  refrigeration,   .such  as  film,  wouldn't  be  stored  outdoors, 
and  there  is  no  need  to  store  heavy  equipment  or  barrels  of  fuel  in- 
doors ' 

At  some  point  in  your  career  you  may  have  to  make  decisions  about 
the  type  of  storage  facilities  to  use.     For  now,  you  should  at  least 
become  acquainted  with  the  different  types  that  exist  and  how  they  are 
set  up. 

This  information  is  aJl  contained  in  chapter  2  of  AFR  69-8.  It 
will  also  be  presented   In  this  lesson,  but  you  will  be  referred  to  the 
regi'lution  for  illustrations. 

In  Air  I-orcf  {^poraiuns  there  are  two  basic  types  of  storage: 
covered  and  open.     Covered  storage  is  sp.jce  within  any  structure  which 
Is  roofed.     This  means,  of  tourse.   that  open  storage  is  space  that  is 
outside,  without  a  cover.     We'll  discuss  covered  storage  areas  first. 

The  most  common  storage  faciJity  is   the  general  purpose  warehouse. 
It  is  constructed  with  a  roof,  side  walls,  and  end  walls,  and  is 
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probably  pretty  close  to  what  the  common  Idea  of  a  warehouse  is.  Moat 
general  purpose  warehouses  have  truck  loading  platforms  along  one  side 
and  railroad  car  loading  platforms  axong  another.     This  makes  it  easy 
to  unload  supplies  that  arrive  from  the  sources  of  supply  or  from 
other  bases , 

A  general  purpose  warehouse  may  have  three  types  of  aisles  which 
are  coimion  to  Air  Force  supply  structures: 

1.  Main  Aisle  -  a  passageway  wide  enough  to  permit  the  easy  flow 
of  equipment,  supplies,  and  personnel;  generally  runs  the  entire 
length  of  the  building  and  is  wider  than  cross  aisles.    Many  large 
warehouses  will  have  rwo  main  aisles;  smaller  warehouses  will  have 
only  one. 

2.  Cross  Aisle  -  a  passageway  at  right  angles  to  the  main  aisle(s), 
used  for  movement  of  supplies,  equipment,  and  personnel, 

3.  Fire  Aisle  -  a  passageway  established  to  aid  in  fighting  or 
preventing  the  spread  of  fire,  or  for  access  to  fire  fighting  equipment. 

These  three  types  of  aisles  are  considered  working  aisles  and  must 
be  kept  clear  at  all  times.    They  must  be  designed  to  provide  easy 
access  to  all  property  for  issue,  inventory,  and  inspection  action. 

The  sire  of  the  ai.sJes  is  determined  by  the  type  of  equipment  used 
in  the  warehouse-     Wlien  It   is  pobHlblc,    Items  in  the  warehouse  are 
grouped  OLiordinK  m  ihe  type  of  iuindlln^  they  will  require.     This  means 
that  heavy   Items  rcfiulrinK   Inrge  equipment  for  movement  will  be  located 
together  on  large  nisjey,  while  anuillcr,   lightweight  items  may  be 

1  On 
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A  clearing  space  is  norroaily  established  close  to  the  front 
entrance.     This  space  is  used  to  process  property  into  and  out  of 
•torage.     The  receiving  area  is  usually  located  here.     Office  space  is 
nonnally  close-by,  also.     (Remember,   the  design  of  all  the  storage 
facilities  will  vary  from  base  to  base.     In  this  lesson  we  are  only 
diacussing  some  of  the  usual  characteristics!) 

Naturally,  the  physlcaJ  layout  of  the  warehouse  depends  on  its 
individual  characteristics  and  the  type  of  items  it  stores.     If  it  is 
large,   it  may  be  divided  into  stock  rooms.    Or  some  bases  may  have 
several  smaller,  one-room  general  purpose  warehouses.     In  any  event, 
the  idea  is  to  get  maximum  utilization  of  the  space  available  without 
violating  safety  standards.     You'll  learn  more  about  this  in  the  next 
lesson . 

Besides  one  or  more  general  purpose  warehouses,  some  bases  will 
also  have  a  small  Item  warehouse.     This  is  Just  what  its  name  suggests 
it  is  -  storage  for  small  items  that  lend  themselves  to  easy  storing 
and  handling.     For  example,   tacks,  nuts,  bolts,  screws,  electric 
switches,   transistors,  etc,  could  be  stored  here. 

Because  the  items  are  small  and  easy  to  handle,   this  type  of  ware- 
house is  sometimes  automated.     Figure  2-30  in  APR  69-8  (pages  2-21  and 
2-22)  shows  two  small  item  warehouses  that  have  been  automated.     One  of 
these  has  a  monorail  loop  which  carries  boxes  with  the  items  throughout 
the  system,  stopping  st  designated  locations.     This  is  called  push- 

bi»  t  Cnn  W.l  rC'ljnnH  1  n>*.  . 
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Similar  to  Che  email  Item  warehouse  Is  the  scml-aucomatcd  ware- 
house.    Some  bases  use  this  type  of  area  co  score  Items  chat  are  fast 
movers  (which  means  they  are  Involved  In  many  transactions)  and  are 
packaged  In  similar  containers.    You  can  see  why  these  characteristics 
are  Important.     There  would  be  no  point  In  wasting  the  money  an  auto- 
mated system  costs  un  Itema  that  are  not  Issued  very  often  or  are  too 
bulky  or  awkward  to  be  liandled  easily. 

Another  common  type  of  storage  facility  is  the  refrigerated  ware- 
house*    Of  course  food  s'^rvlce  personnel  will  maintain  one  for  perish- 
able foods,  but  Base  Supply  personnel  will  also  often  have  one  for 
Items  such  as  film  or  batteries.     The  sire  and  layout  of  this  type  of 
facility  depend:?  on  the  quantity  and  type  of  Items  It  stores. 

Depending  upon  where  your  base  of  assignment  Is,   there  may  also  be 
a  controlled  humidity  warehouse.     Actually,  almost  any  type  of  ware- 
house may  be  operated  with  controlled  humidity  if  it  is  properly  sealed 
and  conditioned.     However,   this  precaution  is  especially  necessary  in 
high  humidity  locations  for  such  items  as  delicate  Instruments  and 
electronic  equipment.     On  smaller  bases,  one  stockroom  of  a  general 
purpose  warehouse  may  be  converted  and  used  for  this  purpose. 

Another  Important  type  of  storage  facility  Is  the  flammable  storage 
warehouse.     It  is  a  single  purpose  structure  that  must  be  separated  from 
other  buildings  by  at  Jcast  50  feet.     Why?     Because  it  is  used  to  store 
items  thnt  are  especially  flammable  and  would  be  extremely  hazardous  in 
the  event  of  n  fire.     Sueh  ilcms  include  paints,   thinners,  and  chemicals 
Figure  2-^  1  ti  AFK  69-8  .shows  .\  pUn  for  this  type  of  warehouse. 
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Along  Che  same  lines  are  che  types  of  scorage  faclllcles  designed 
for  munitlonb.    These  InLluUe  the  above  ground  magazine,  which  ia 
usually  a  small  structure  or  series  of  structures,  and  the  igloo,  which 
gets  Its  name  from  Its  appearance  and  Is  usually  built  partially  into 
the  ground.     For  obvious  safety  reasons,  these  areas  for  exploaivea  are 
also  located  away  from  other  storage  facilities.     Turn  to  figures  2-6 
and  2-9  In  AFR  69-8  for  Illustrations  of  these  two  storage  areas. 

Some  bases  may  also  use  sheds  as  storage  areas  for  items  that 
either  require  maximum  ventilation  or  do  not  require  complete  protec- 
tion from  the  weather.     Sheds  are  defined  as  roofed  structures  that  do 
not  have  complete  side  walls  and  end  walls.     Sometimes  tarpaulines  are 
used  «i.s  side  walls. 

Sheds  are  a  compromise  bw^tween  covered  and  open  storage  because 
they  offer  more  protection  than  open  storage  but  are  less  expensive  to 
construct  or  operate  than  a  warehouse. 

Before  continuing  with  the  lesson,  write  short  responses  to  the 
following  questions  about  covered  storage  facilities. 
Ql .     What  Is  the  most  common  type  of  storage  facility? 
Q2 .     What  are  the  three  types  of  aisles  most  commonly  found  in  storage 
f ocll Itles? 

Qi,     Wlien  li    Is  posHlbJi-,   Items  In  n  gctu  ral  purpose  warehouse  are 
group<  il  nc»  ordlng  to: 

Q4 .     Wheri*  i:»  tltc  RcLrlvln);  .Sc*  Llun  frequently  located  In  a  general 
purpo*;f!  warehouse'' 
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Q5.    What  are  the  characteristics  of  items  placed  in  semi^automated 
storage  facilities? 

Q6.    Give  some  examples  of  the  types  of  iteraa  that  could  be  stored  in 
the  following  storage  facilities: 

a.  Small  item  warehouse 

b.  Refrigerated  warehouse 

c.  Controlled  hujnidity  warehouse 

Q7 .    Why  are  flammable  storage  warehouses,  above  ground  magazines,  and 
igloos  separated  from  other  .storage  facilities? 

As  we  mentioned  earlier  in  the  lesson,  besides  having  a  variety  of 
covered  storage  facilities,  most  Base  Supply  operations  also  have  open 
storage  areas.    The  second  part  of  the  lesson  will  discuss  those. 

Many  types  of  items  do  not  lend  themselves  to  closed,  covered 
storage.     For  example,  vehicles,  heavy  ctinstruction  equipment,  drums 
of  lubricating  or  cleaning  compound,  or  large  aircraft  parts,  such  as 
a  complete  wing  assembly,  really  don't  need  the  protection  of  covered 
storage  and  would  take  up  too  much  needed  warhouse  space.  However, 
since  such  items  must  still  be  stored,  open  storage  areas  are  used 
instead.     They  have  tlic  added  advantage  of  being  relatively  inexpensive 
to  cons  true  t  and  mo  int. 'i  in . 

Space  selected  for  open  storage  should  be  as  well  drained  as  pos- 
sible and  have  ensy  access  to  roads  and  railroads.  For  efficiency  and 
speed  in  the  handling  of  supplies,  open  storage  should  also  be  located 
within,  or  as  closp  as  Dossiblc  to,   the  Uase  F  nply  area.     This  all 
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makes  senae  if  you  think  about  it.     You  want  to  keep  the  area  as  dry 
as  possible,  and  yuu  want  it  to  be  easy  and  convenient  to  use. 

Open  storage  space  is  divided  into  cvo  categories:  improved  and 
unimproved.     What's  the  difference?    Mostly  it  depends  upon  whether  or 
not  the  area  has  be«n  surfaced. 

Improved  storage  mjy  be  graded  and  paved  with  asphalt  or  concrete 
or  may  be  covered  with  steel  matting.     These  "Improvements"  permit  good 
drainage,  which  naturally  prevents  excessive  wetness  or  mud.     The  sur- 
facing also  permits  efficient  operation  of  materiels  handling  equip- 
ment.    Figures  2-1^  and  2-13  In  AFR  69-8  show  examples  of  improved 
open  storage. 

Unimproved  open  storage  areas  are  unsurfaced.     The  restriction  this 
places  on  the  use  of  materiels  handling  equipment  is  a  real  disadvantage. 
In  general,   storage  managers  will  use  this  type  of  space  only  when  a 
higher  grade  of  open  biorage  is  not  available. 

lX)n'L  get  Lhf  Iden  that  open  storage  areas  are  haphazard  catch- 
alls.    They  are  .is  carefully  planned  and  cared  for  as  covered 
storage.     Figures  and  2-17  in  AFR  69-8  show  some  typical  storage 
layout  plans  for  open  vireas. 

The  important  ruic  to  remember  for  both  improved  and  unimproved 
open  storage  is  ihat  only  sterns  which  are  able  to  withstand  the  full 
impact  of  weather  conditions  should  be  stored  there. 

Review  what  you  hnve  learned  .ibout  open  storage  areas  by  writing 
short  responses  lo  questions  8,  9,   and  10. 
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Q8.    What  are  the  tvo  types  of  open  storage,  and  what  la  the  difference 
between  them? 

Q9.  Describe  the  ideal  location  and  conditions  for  an  open  storage  area. 
QIO.    What  type  of  items  may  be  stored  in  open  areas?     (Give  examples) 

Review  the  entire  lesson  by  completing  the  following  exercise: 

QU.     Copy  the  list  of  storage  areas  below  onto  your  sheet  of  scratch 
paper.     Then,   for  each  storage  area,  indicate  the  letter(s)  of  the 
descriptive  phrases  listed  on  tht^  next  page  which  correctly  describes 
the  area.     You  will  notice  that  some  of  the  phrases  apply  to  more 
than  one  storage  area- 
General  purpose  warehouse   

Small  ite.a  warehouse  

Semi-automated  warehouse   

Refrigerated  warehouse   

Controlled  humidity  warehouse  

Flammable  storage  warehouse   

Igloo   

Shed  

impi^vcd  open  atorogt  lot 

Unimproved  open  storage  ioc  
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a.  Boxes  are  carried  through  system  on  a  monorail  loop, 

b.  Stn  -ture  which  is  roofed. 

c.  Required  for  photographic  supplies  and  batteries, 

d.  Unroofed  area. 

e.  Stores  fast  movers  packaged  In  similar  containers. 

f.  Clearing  space  Is  located  near  front  entrance. 

g.  May  be  partially  automated, 

h.  Ideal  for  tacks,  nuts,  bolts,  screws,  transistors,  etc, 

1.     Often  has  truck  loading  platform  on  one  side,  railroad 
loading  platform  on  another. 

J.     Often  required  for  electronics  and  delicate  Instruments. 

k.     Surface  is  not  paved  or  covered  In  any  way. 

1.     Ideal  for  storing  paints,   thinners,  chemicals. 

m.     A  compromise  between  covered  and  open  storage. 

n.     Located  .ipart  ! rom  other  storage  buildings  for  safety  reasons. 

o.     Surface  Is  p^r.ided  and  paved,  or  covered  with  steel  matting. 

p.     Located  in  rin  .irtM  that  allows  >;ood  drainage  and  eaay  access, 

q.     Required  for  storage  of  munitions  and  explosives. 

When  you  feel  confident  about  the  materials  presented  In  this 

lesson,  ask  your  InstruLtor  for  the  lesson  appraisal. 
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Supply  Training  Branch  A..»...f  i«7a 

L^iVy  Air  Fore.  Baae.  Colorado  A"8«»»-  ^'^S 

STORAGE  FUNCTIONS 

SCOPE 

In  the  last  lesson  you  learned  about  the  various  types  of  storage 
facilitias  that  are  used  by  the  Air  Force.    You  first  studied  covered 
flciUties  such  as  the  general  purpose  warehouse,  small  it e.  warehouse . 
refrigerated  warehouse,  flannable  storage  warehouse,  and  igloo.  The 
lesson  then  discussed  both  improved  and  unimproved  open  atorage  areaa. 

Since  there  are  so  »*ny  different  types  of  atorage  facilities 
(the  lesson  didn't  even  mention  them  all),  how  do  you  decide  what  to 
store  where?    And  once  you  know  this,  how  should  the  item,  be  "or^? 
For  aom.  supplies,  the  answers  to  these  questions  are  obvious.  However, 
certain  other  aupplies  require  special  consideration. 

In  this  lesson  we  are  goiag  to  take  a  closer  look  at  some  of  the 
rules  and  principles  that  are  followed  in  deciding  where  and  how  to 
store  property. 


OBJECTIVES 

1      Identify  pri  iciples  and  procedures  followed  In  arranging  storage 
facilities  for  maximum  efficiency  and  accessibility. 

2.  Describe  procedures  followed  in  storing  and  controllina  aperlal 
commodities . 

3.  Identify  in  writing  the  procedures  followed  to  maintain  serviceability 
of  items  in  storage. 

DIRECTIONS 

To  complete  thi3  lesson  you  will  need  this  text.  AFR  69-8.  a 
sheet  of  scratch  paper,  and  AIS  Module  Test  Form  #3.     You  will  find 
embedded  questions  in  the  text  wh^-u  should  be  answered  on  the  sheet 
of  scratch  paper.     There  is  a  key  to  the  correct  answers  on  the  last 
page  of  the  text  which  you  may  use  to  check  your  work      Be  sure  to  ask 
your  instructor  about  any  parts  of  the  lesson  you  don  t  understand. 

Supersedes  PT  002-03-02-01  dated  March  1978. 
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In  the  iasl    icsiion  you    loaiuinl  nhout   m,in\   vM    Mu*  t  vpv"'  ^'t  '.(vM.i^r 
facilities  used  by  the  Air  Korco.     Now  we're  golt\^  to  lakt-  a   U»v>k  cU 
how  to  best  utilize  these  areas. 


\a  you  have  learned,  the  main  objective  in  arranging  storage  is 
to  get  the  most  use  out  of  the  space  available  without  violating  any 
safety  standards.    To  do  this,  certain  rules  are  normally  followed. 
We'll  work  mostly  with  examples  of  storage  in  a  general  purpore  ware- 
house.    However,  keep  in  mind  that  the  same  principles  generally  apply 
to  all  types  of  facilities. 


When  deciding  where  to  store  an  item  in  a  storage  area,  one  of  the 
first  things  that  is  considered  is  the  activity  or  turnover  of  the  item. 
Stocks  that  are  issued  very  frequently  should  be  stored  near  the  receiv- 
ing and  shipping  or  issue  locations  so  that  they  can  be  handled  quickly. 
This  makes  sense.    When  you  arrange  clothes  in  your  closet,  your  favor- 
ites that  you  wear  frequently  are  probably  in  the  front  where  they're 
easy  to  reach,  and  the  dress  clothes  you  don't  use  very  often  are 
probably  in  the  bf.ck.     Figure  2-18  in  AFR  69-8  shows  how  items  may  be 
grouped  according  to  how  frequently  they  are  handled. 


Another  important  consideration  in  selecting  a  storage  location 
for  an  item  is  its  similarity  to  other  items  in  storage.     To  make  in- 
ventory control  and  storage  procedures  a  little  easier,   the  effort  is 
made  to  group  like  items  together  as  much  as  possible.     How  would  this 
help?     For  example,   if  you  were  pulling  items  for  a  new  office,  it 
would  help  if  the  office  supplies  were  stored  in  locations  close  to 
each  other  instead  of  scattered  throughout  the  facility.     It  makes  even 
more  sense  if  you  consider  that  J  ike  items  will  probably  have  similar 
stock  numbers.     So  grouping  will  make  inventory  and  other  administra- 
tive warehouse  chores  a  little  easier. 


Size  is  another  determining  factor,  especially  since  it  affects 
the  cost  of  storage  so  greatly.     For  example,  it  is  more  cost  effective 
(less  expensive)   to  store  a  large  fuselage  section  near  the  receiving 
and  shipping  area  to  keep  the  distance  the  item  must  be  moved  to  a 
minimum.     This  would  be  true  of  any  item  that  requires  extra  manpower, 
equipment,  or  tiine    to  move.         Always  keep  in  mind  that  moving  supplie 
costs  money;   the  less  they  have  to  be  moved,   the  more  you  save. 


The  size  of  an  item  will  determine  if  it  should  be  stored  in  a 
bin  or  on  a  pallet  on  the  floor  in  an  open  type  of  area.     It  will  also 
determine  the  type  of  handling  the  item  will  require  so,  as  was  men- 
tioned in  the  previous  lesson,   larger  and  heavier  items  are  often 
stored  along  the  larger  aisles  to  make  the  use  of  materiel  handling  equipment 
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possible.  At  the  same  time,  if  the  warehouse  Is  partially  automated, 
the  Item*  that  may  be  moved  through  aMtomatlon  are  placed  accordingly 


Naturally  the  size  and  capacity  of  the  warehouse  will  also  make 
a  difference  in  how  items  are  stored.     As  we  mentioned  before,  the 
floor  load  capacity  cannot  be  exceeded.     If  you  are  storing  a  particu- 
larly heavy  Item,  there  are  limitations  on  how  many  can  be  stacked  in 
a  particular  area.     On  the  other  hand,  lightweight  Items  may.  In  some 
cases,  be  stacked  nearly  to  the  celling.     Figure  2-69  In  APR  69-8  shows 
a  good  Illustration  of  this  point.     It  shows  that  heavy  Items  (In  this 
case,  kegs  of  nails)  cannot  be  stacked  as  high  as  normal  loads. 

Honeycombing  is  something  else  you  should  watch  out  for.     If  you 
picture  a  honeycomb  in  your  mind,   it  will  give  you  some  Idea  of  what 
we  are  talking  about.     Honeycombing  refers  to  the  haphazard,  unorderly 
storage  of  Items.     Figure  2-71  in  AFR  69-8  shows  an  example  of  honey- 
combing, where  stock  has  been  removed  from  the  storage  location  uneven- 
ly.   This  results  in  wasted  space,  and  also  makes  It  harder  to  deter- 
mine at  a  glance  the  quantity  on  hand. 

A  final  point  that  should  be  remembered  is  that  supplies  In  stor- 
age must  be  arranged  to  allow  access  for  inventory  and  Inspection,  and 
to  make  It  easy  to  get  to  fire  fighting  equipment.     The  aisles  must  be 
kept  clear  at  all  times,  and  material  should  not  be  stored  In  any 
manner  that  blocks  them  or  interferes  with  clear  passage. 

Before  continuing  with  the  lesson,  write  short  responses  to  the 
following  questions. 

Ql.     What  is  the  main  obj.:ctive  in  arranging  storage  space? 

Q2.     In  general,  where  is  it  best  to  store  fast-moving  items? 

Q3.    Why  are  similar  types  of  items  often  stored  In  locations  that 
are  grouped  together? 

QA.     Why  should  exceptionally  large  or  heavy  items  be  stored  near  the 
shipping  or  receiving  points? 

Q5.     Are  all  items  stacked  as  high  as  the  ceiling  permits?    Why  or 
why  not? 

Q6.     What  is  honeycombing  in  storage? 
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Besides  arranging  supplies  for  a  smooth  operation  and  easy  access, 
warehousemen  must  also  consider  the  unusual  characteristics  of  some 
items.    Special  commodities,  as  they  are  called,  require  special 
storage . 


Chapter  five  in  AFR  69-8  is  a  gold  mine  of  information  on  this 
subject      In  the  regulation,  special  commodities  are  divided  into  two 
groups: "hazardous  and  miscellaneous.    We'll  discuss  the  hazardous  items 

first. 


Hazardous  items,  of  course,  are  those  which  are  potentially  danger- 
ous unless  properly  stored  and  cared  for.     For  example,  radioactive 
material  falls  in  this  category.    There  are  very  specific  procedures 
that  must  be  followed  ^hen  you  are  dealing  with  a  radioactive  substance. 
These  are  explained  in  Technical  Order  OO-llON-3,  which  is  titled 
Requisition.  Handling.  Storage,  and  Identification  of  Radioactive 
Material      Among  other  things,   the  TO  indicates  whether  the  item  must 
be  placed  in  restrictive  storage  or  not.     It  also  states  that  all  radio- 
active materials  must  be  labeled,   that  only  authorized  personnel  may 
open  packages  of  radioactive  material,   and  that  areas  restricted  for 
radioactive  materials  must  be  radiologically  surveyed  every  90  days. 


Materials  with  explosive  characteristics  also  require  special 
consideration.     As  the  regulation  explains,  many  items  which  are  not 
explosive  or  flammable  on  their  own  may  be  potentially  dangerous, 
especially  if  they  are  mixed  with  another  substance.     For  example, 
oil  combined  with  liquid  oxygen  can  cause  an  explosion. 


As  a  warehouseman,  you  should  be  aware  of  the  limiting  character- 
istics of  these  hazardous  items.     You  should  realize  that  flaitmable  and 
combustible  liquids  react  differently  at  different  temperatures.  Many 
hazardous  liquids  have  flash  points  at  or  below  orginary  room  tempera- 
tures   so  they  naturally  must  be  handled  and  stored  cautiously.  (The 
flash'point  is  the  lowest  temperature  at  which  enough  vapor  is  given 
off  to  form  a  flammable  mixture  of  vapor  and  air  immediately  above  the 
liquid  surface.)     This  shows  you  why  flammable  storage  warehouses  can 
be  so  important.     Their  special  characteristics  minimize  the  damage 
and  danger  in  the  event  of  a  fire. 


Great  care  must  also  be  taken  when  storing  compressed  gasses. 
AFR  69-8  lists  the  general  precautions  that  should  be  taken.  These 
include  careful  identification  of  all  cylinders,   the  use  of  valve  pro- 
tection caps  and  safety  device.s,  a„d  separate  storage  for  full  and 
empty  cylinders.     Additional  s.ifety  rules  are  shown  in  figure  5-5. 
Take  a  look  at  them.     They  could  prove  to  be  important  to  you  later  I 
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Figures  5-6  and  5-7  will  give  you  an  idea  of  what  a  cylinder  storage 
area  can  look  like. 

Acids  are  another  harardous  item  you  could  be  working  with  in 
storage      Their  corrosive  quality  may  be  dangerous,  so  care  must  be 
taken  to  prevent  any  spillage  or  container  breakage  which  could  result 
in  storage  personnel  touching  it.  getting  it  in  their  eyes,  or  breath- 
inR  it      Figure  5-10  shows  an  example  of  an  acid  storage  building. 
Notice" the  eye  wash  and  deluge  shower  in  the  lower  right  corner.  Safe- 
ty features  like  these  could  prevent  serious  injury  in  the  case  of  an 
accident  I 

We  have  discussed  just  some  of  the  hazardous  items  Air  Force  stor- 
age facilities  may  contain.     How  can  you  keep  them  all  straight?  AFR 
69-8  makes  it  easier  for  you  with  the  "Table  of  Hazardous  Material." 
It  starts  on  page  5-14.     As  you  can  see,   it  lists  various  hazardous 
items    identifies  the  type  and  severity  of  hazard  they  pose,  indicates 
how  they  should  be  stored  and  handled,  and  the  type  of  fire  extinguish- 
er that  should  be  used  on  them.     The  codes  that  are  used  on  the  chart 
are  explained  in  the  paragraphs  that  precede  it.  beginning  with  para- 
graph 5-8  on  page  5-12. 

Let's  look  at  an  example  to  see  how  the  chart  is  used.    Let's  say 
that  your  storage  operation  is  going  to  begin  storing  the  liquid 
acetaldehyde.     (It  is  the  first  item  on  the  table.)    As  you  can  see, 
it  has  a  health  hazard  code  of  two.     If  you  c.ieck  in  paragraph  5-8. 
vou  will  find  that  "2"  means  that  this  item  is  hazardous,  but  areas 
wh-e  it  is  stored  n>ay  be  entered  freely  with  self -contained^  breathing 
apparatus.     The  flammability  rating  in  the  next  column  is  "4  .  This 
means  that  acetaldehyde  is  extremely  flammable.     The  reactivity  code 
shown  next  is  "2".     The  "2"  indicates  that  the  liquid  is  normally  un- 
stable and  readily  undergoes  violent  chemical  change.     It  may  also 
react  violently  with  water. 

The  storage  and  handling  section  on  the  table  indicates  that 
acetaldehyde  should  be  stored  in  the  end  of   the  storage  building  to 
aid  fire  fighting.     The  storage  group,  shown  in  the  next  column,  is 
"A"    which  is  a  flammable  storage  area.     This  is  also  indicated  in  the 
next  column.     The  final  column  indicates  that  you  should  use  an  alcohol 
foam  or  carbon  dioxide  fire  extinguisher  on  the  liquid. 

You  can  see  how  helpful  this  table  is  to  any  storage  operation 
that  includes  hazardous  items.    Any  time  you  have  a  storage-related 
question  about  a  potentially  dangerous  item,  chances  are  you  will  find 
the  answer  in  this  table. 
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Many  nonhazardous  items  also  require  special  storage  conaidera- 
tion,     AFR  69-8  discusses  these,  too.     We  will  look  at  a  few  types 
which  are  of  special  importance.     These  are  the  classified,  sensicive, 
and  pilferable  items. 

When  you  took  the  "Communications  Security"  lesson  in  Block  I, 
you  learned  the  definition  of  classified  information.     The  Air  Force 
also  deals  with  classified  materiels.     The  same  type  of  restrictions 
that  are  applied  to  information  is  also  applied  to  classified  items. 
They  should  be  available  only  to  those  with  the  correct  clearance  who 
have  a  proven  need  for  them.     Naturally,  precautions  are  taken  with 
classified  items  to  insure  that  they  do  not  get  into  the  wrong  hands. 


According  to  AFR  69-8,  classified  items  must  be  stored  in  accor- 
dance with  DOD  5200, 1-R  and  AFR  205-1,     Briefly,   these  regulations 
state  that  classified  items  may  be  stored  only  where  there  are  facili- 
ties or  conditions  adequate  to  prevent  unauthorized  persons  from  gain- 
ing access.     They  must  be  secure  at  all  times,  and  any  equipment  used 
in  securing  thera  must  meet  prescribed  standards. 

While  sensitive  and  pilferable  items  do  not  pose  the  security 
risks  that  classified  items  do,   they  must  still  be  protected  in  a 
similar  manner.     You  may  be  wondering  exactly  what  sensitive  and  pil- 
ferable items  are.     They  are  defined  as  nonsecurity  classified  items 
having  a  ready  resale  value  (easy  to  sell)  and  civilian  utility  (use- 
ful outside  of  Air  Force  operations),  which  are  therefore  much  more 
subject  to  theft  than  other  supply  items.     For  example,   certain  hand 
tools,  small  office  machines,  hand  calculators,  vehicle  equipment  and 
parts,  and  photographic  supplies  and  equipment  could  be  easy  and  pro- 
fitable to  pilfer.     To  prevent  this  from  happcni^f^,,   this  type  of  item 
must  be  under  security  control.     In  some  base  supply  operations  pilfer- 
ables  are  stored  in  a  security  cage.     This  "cage"  is  an  area  within  a 
building    which  is  enclosed  with  steel  mesh  wire.     All  doors  and  win- 
dows in  the  "cage"  should  be  secured  with  wire  or  bars,  and  padlocks 
should  be  used  on  the  doors. 

As  you  can  see,   the  Air  Force  takes  great  care  to  insure  the 
security  of  its  classified,  sensitive,  and  pilferable  items.     An  addi- 
tional aid  is  the  controlled  item  code.     This  is  a  one-position  alpha/ 
numeric  character  used  to  indicate  the  degree  of  security  handling 
required  for  a  particular  item.     The  code  is  londed  to  the  item  record 
and  will  be  reflected  on  documents  of  transactions  that  include  the 
item.     It  will  also  be  reflected  on  the  label  attached  to  the  item. 
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The  majority  of   chese  Icems  are  pllferable  and  require  a  Controlled 
Item  Code.     Some  of  these  codea  are  as  follows: 

W  -  office  machines 

X  -  photographic  equipment  and  supplies 

Y  -  communications/electronic  equipment  and  supplies 

Z  -  vehicular  equipment  and  parts 

A  complete  list  of  controlled  Item  codes  Is  provided  In  Chapter  22 
of  AFM  67-1.  Vol-ame  II.  Part  TVo.     Of  course  you  won  t  have  to  memorlre 
them  now.     What  you  should  remember  Is  that  If   the  code  on  an  tern 
Is  anyrMnf,,  other  than  "U".     chere  are  controls  on  the  Item.     (A  U 
signifies  unclassified,  nonsensltlve .  nonpUferable.) 

Before  continuing  with  the  lesson,  see  how  much  you  remember  by 
writing  short  responses  to  the  following. 

Q7.     What  are  some  of  the  procedures  mentioned  In  Technical  Order 
OO-llON-3  about  radioactive  materials? 

Q8.     What  Is  meant  by  the  flash  point  of  an  item? 

Q9.     List  some  of  the  precautions  taken  In  storing  compressed  gasses. 

QIO.     What  unusual  features  might  you  find  In  an  acid  storage  warehouse 
and  why? 

Qll.     What  type  of  Information  can  be  found  In  the  "Table  of  Hazardous 
Haterlal"? 

Q12.     According  to  the  "Table  of  Hazardous  Material."    where  shou  d 
acetylene  be  stored? 

Q13.     What  Air  Force  regulation  outlines  proper  storage  for  classified  items? 

QU.     What  are  sensitive  and  pllferable  items  and  how  should  they  be 
8  Cored? 

Q15.     List  three  of  the  four  types  of  items  that  are  usually  classified 
as  warranty/guarantee. 

Q16.     What  type  of  code  1b  assigned  Co  warranty/guarantee  items? 
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We  have  discussed  the  types  of  controls  required  for  classified, 
sensitive  or  pilferable  items.     Strict  controls  are  also  required  for 
two  other  types  of  items  handled  by  Base  Supply.     These  are  time  compliance 
technical  order  (TCTO)  items  and  war  readiness  spares  kit  (WKSK)  items. 
We'll  take  a  look  at  TCTO  items  first. 

Time  compliance  technical  order  items  are  well  by  their 

title.     They  are  items  which  require  modification  or  change  within  a 
specific  period  of  time  (in  other  words,  you  have  a  given  period  of 
time  to  comply  with  the  modification).     The  modification  required  is 
described  in  a  technical  order . 

What  type  of  item  would  this  be?     A  radio  that  must  have  a  tube  replaced 
would  be  a  good  example.     So  would  a  generator  that  needs  a  new 
carburator.     Both  of  these  items  would  need  the  change  or  modification 
made  to  them  before  a  specific  time,  and  these  changes  would  be 
described  in  a  technical  order. 

It  is  the  responsibility  of  the  Inspection  Section  to  monitor  and 
manage  TCTO  items.     However,  all  persons  who  work  in  storage  areas  should 
be  aware  of  them.     How  do  you  know  which  are  TCTO  items?     It's  easy. 
They  will  have  a  blue  DD  Form  1576  tag  attached  to  them. 

Let's  sidetrack  for  a  minute  to  discuss  these  tags.    Their  main 
purpose  is  to  indicate  the  serviceability  of  an  item,  and  all  supplies 
in  storage  will  have  either  a  tag  or  a  correspondingly  colored  label 
attached  to  them.     The  tags  are  not  all  blue,  however.     Each  color 
represents  a  different  degree  of  serviceability,  and  you  will  become 
familiar  with  them  all.     We  will  discuss  just  two  of  them  in  this 
lesson,  but  you  will  have  learned  about  all  of  them  before  the  end  of 
the  course. 

Yellow  tags  (DD  Form  1574-1)  are  attached  to  items  which  are 
serviceable.     This  means  that  they  are  in  working  condition  and  may  be 
issued.     However,   there  are  different  condition  codes  assigned  to  these 

ri^h  'h    .  always  show,  on  the  upper 

right-hand  corner  of  the  tag  or  label. 

Condition  cade  "A"  means  that  the  item  may  be  issued  without 
qualification.     It  is  assigned  to  new,  used,  repaired  or  reconditioned 
property  which  is  serviceable  and  issuable  to  aU  custoLrs "    h'  " 
limitation  or  restriction.     Incidentally,   iten^  with  this  condition 
code  must  have  a  shelf  life  of  at  least  six  months.  ""^^^ion 
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Yellow  taas  or  labels  are  also  attached  to  itema  with  condition 
code  "B".     This  code  indicates  that  the  item  is  serviceable,  but  must 
"Issued  with  qualifications.     U  is  restricted  from  issue  to  certain 
^Lll    »rtivities  or  geographical  areas  because  it  may  be  subject  to 
rilJt;d  uil^ilnels^or'short'service  life.     Items  with  condition  code 
"B"  have  a  shelf  life  of  three  to  six  months. 

Condition  code  "C"  is  also  for  serviceable  items,  and  is  id^n^jfj^'^ 
with  yellow  tags  or  labels.    This  code  is  assigned  to  property  which  is 
serviceable  and  issuable  to  selected  customers.     It  must  be  issued 
bero  e  condition  code  "A"  or  "B"  property  to  avoid     oss  as  a  ""^le  asset. 
T^is  is  because  the  shell   life  of  condition  code  "C"  items  is  less  than 
three  mcxiths. 

The  blue  tag  (DD  Form  1576).  as  we  have  said,  is  attached  to  TCTO 
items      Tht::  itfms  have  condition  code  -D-.     They  are  serv  ceable  but 
require  alteration  or  modification  before  they  may  he  issued.  There 
is  one  exception  to  this.     TCTO  items  may  be  issuer   to  consenting 
maintenance  activities  capable  of  performing  the  technical  order 
compliance.     "TCTO  Modification  Required"  is  automatically  printed  on 
issue  and  shipment  documents  processed  in  such  cases. 

As  a  warehouseman,  you  should  know  that  items  in  storage  with 
yellow  tags  or  labels  are  serviceable,  and  can  be  pulled  issue 
(although  you  must  keep  in  mind  any  limitation  posed  by  condition 

odes  "B"  and  "C") .     On  the  other  hand,  an  item  with  a  blue  tag 
normally  requires  modification  before  it  may  be  issued. 

You  can  see  that  the  blue  tags  make  it  easy  to  identify  TCTO  items 
in  storage.     You  won't  be  required  to  make  any  of  the  modifications 
vourself      This  is  a  job  for  maintenance.     However,  you  can  help 
Insu  e  that  TCTO  Items  are  taken  from  storage  and  sent  to  -  ntenance  when 
tL  modifications  are  required.     (Incidentally,  once  the  modification 
has  been  made,   the  blue  tag  is  replaced  with  a  yellow  one.) 

Just  as  it  is  the  responsibility  of  Inspection  Section  personnel 

to  monitor  TCTO  items,   they  must  also  "^"^^"^ ^""/"'^'""^/^te^  ^e 
r^SK)  items,     '^at  are  they?    Before  we  really  discuss  WRSK  items  we 
iu^t     ake  a  look  at  war  reserve  materials  (WRh)   in  general.     This  is 
Zot^Tr  case  where  the  name  is  very  descriptive.     So  let's  ana  yze  it. 
In  the  event  of  war.   the  Air  Force  must  be  read^  to  go  into  action, 
war  reserve  mateTIIle  are  items  from  stock  set  aside  from  normal 
support  to  make  it  possible  to  give  immediate  support  to  aircra  t  and 
troops  in  emergency  conditions  such  as  war.     As  a  Materiel  Facilities 
Specialist,  you  may  play  an  important  role  in  the  storage  of  war 
reserve  materiel  (WRM) . 
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In  8ome  supply  accounts  the  WRM  is  stored  along  with  regular  stock 
in  storage.    However,   it  is  identified  by  signs  and  labels  attached  to 
the  property  or  warehouse  location.     It  cannot  be  issued  to  customers 
unless  approved  by  WRM  monitors.     The  procedures  followed  are  prescribed 
by  local  policy. 

In  some  cases,  the  WRM  is  stored  in  an  area  by  itself  and  \s  not 
mixed  with  items  in  normal  storage »    You  could  be  assigned  to  work  in 
this  area.     If  so,  you  will  probably  be  working  with  war  readiness 
spares  kits.     These  are  spare  and  repair  parts  set  aside  in  mobile 
storage  units  to  support  aircraft,  vehicles,  or  equipment  in  emergency 
conflicts.     Because  the  spares  are  in  mobile  storage  units,   they  can 
easily  be  moved  to  cargo  aircraft  and  flown  to  any  part  of  the  world  at 
a  moment's  notice.     These  mobile  storage  units  are  called  war 
readiness  spares  kits     (WRSK) . 

This  is  all  easier  to  understand  if  you  consider  an  example.  In 
the  event  of  war,   the  Air  Force  will  immediately  deploy  its  aircraft  to 
different  strategic  positions.    At  the  same  time,  it  is  necessary  to 
deploy  all  the  spare  or  replacement  parts  needed  to  keep  these  aircraft 
operational »     To  make  this  easier,   these  required  items  are  packed 
together  in  mobile  storage  units.     So  when  an  F-lOA  takes  off  on  an 
emergency  mission,  a  WRSK  kit  containing  the  items  necessary  to 
support  it  for  a  specific  period  of  time  is  ready  to  be  shipped  at  the 
same  time- 
As  we  mentioned  before,  the  Inspection  Section  is  responsible  for 
actual  control  of   the  war  readiness  spares  kit  items.     This  section 
must  insure  that  all  WRSK  items  in  storage  are  in  serviceable  condition. 
If  you  work  with  these  items,  you  will  help  by  reporting  any  unserviceable 
conditions  found  in  these  items.     You  will  also  check  dated  items  in 
these  kits  to  make  sure  that  they  do  not  exceed  their  expiration  dates. 
These  items  should  not  be  removed  from  their  kits  except  for  required 
maintenance,  if  they  exceed  their  expiration  date,  or  for  issue 
under  special  circumstances  which  are  prescribed  by  local  policy. 

See  how  much  you  remember  about  TCTO  and  war  readiness  spares  kit 
items  by  writing  short  responses  to  the  following  questions. 

Q17.     What  do  the  initials  TCTO  stand  for? 

Q18.     Explain  what  TCTO  items  are. 

Q19,     How  can  you  identify  TCTO  items  in  storage'^ 

Q20.     What  is  the  difference  between  condition  code  "A"  and  condition 
code  "C'"' 
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Q21.  What  la  tha  condition  code  on  TCTO  Items? 

Q22.  Whan  a  TCTO  Item  Is  Issued  to  a  consenting  maintenance  activity, 

what  la  automatically  printed  on  the  Issue  document? 

q23.  Who  Is  actually  responsible  for  monitoring  TCTO  and  WRSK  Itema? 

q24.  What  are  WRSK  Items? 

Q25.  All  WRSK  Items  In  storage  must  be  In   condition. 

Q26.  When  may  Items  be  removed  from  WRSK  kits? 


At  the  same  time  as  they  consider  maximum  safety  and  security  In 
storage,  Materiel  Facilities  Specialists  must  also  plan  the  type  of 
storage  that  is  needed  to  prolong  the  life  of  each  Item.    This  Is  ex- 
tremely important!    Unserviceable  (nonusable)  Items  are  of  no  use  to 
the  Air  Force,  and  they  are  also  a  waste  of  money.    So  supplies  must 
be  stored  so  that  they  remain  In  top  condition  as  long  as  possible. 


Chapter  five  In  AFR  69-8  Is  an  easy  reference  for  special  storage 
requirements.     The  portion  concerning  miscellaneous  commodities  gives 
directions  for  the  proper  storage  of  many  Items  which  are  listed  In 
the  table  of  contents.    Thumb  through  this  section  (pages  5-28  through 
5-76).     It  shows  many  different  ways  of  arranging  property.    For  ex- 
ample,  figure  5-13  on  page  5-38  shows  a  tire  rack  while  the  figures 
on  pages  5^58  and  5-59  show  different  ways  of  storing  metal  products. 


002-03-02-01 
11 


215 


As  you  can  see,   you  ^an   I  inJ  .1  ki'^^*^^  ^^'^^^  IuUmuuuIou  hn  r . 

Look  at  the  information  the  regulation  provides  l^r  storing  cement 

(paragraphs  5-18  through  5-35).     First  it  notes  some  of  the  conditions 

that  may  cause  deterioration;  it  then  discusses  the  proper  methods  of 

storage.    This  same  format  is  followed  for  many  of  the  items. 


Unfortunately,  all  the  items  could  not  possibly  be  listed  in  the 
regulation.    This  makes  it  important  for  you  to  understand  the  general 
principles  or  rules  that  are  followed  to  provide  maximum  serviceability 
of  all  items.     That's  what  we^ll  discuss  now. 


As  AFR  69-8  points  out,   there  are  many  factors  which  may  cause  an 
item  to  become  unserviceable.     Humidity  and  temperature  limit  the  "life 
expectancy"  of  many  items.    We  discussed  some  examples  of  this  in  the 
lesson  on  the  different  types  of  storage  facilities.     Remember,  certain 
types  of  equipment  must  be  stored  in  humidity  controlled  areas,  while 
photographic  supplies  and  similar  items  require  refrigerated  storage. 


The  position  in  which  the  items  are  stored  may  also  make  a  differ-- 
ence  to  their  serviceability.     Just  as  your  stereo  records  should  be 
stored  on  their  sides  to  keep  them  from  becoming  warped,   tires  will 
last  longer  if  they  are  stored  upright. 


Spoilage  (which  occurs  due  to  microorganisms  or  chemical  reactions) 
can  sometimes  be  a  problem  in  storage.     You  normally  think  of  spoilage 
in  terms  of  food,   but  some  supplies  are  subject  to  it  also.     For  ex- 
ample, cloth  items  that  have  somehow  become  damp  may  develop  mildew. 
If  you  don't  discover  this  in  time,   the  cloth  may  be  ruined  and  the 
mildew  could  spread  to  other  items.     For  this  reason,  periodic  inspec- 
tions are  necessary  to  detect  spoilage  if  it  exists,  and  prevent 
"spoiled"  items  from  being  issued  or  shipped.     Such  items  should  also 
be  moved  to  keep  them  from  contaminating  other  items. 


Pest  control  is  also  a  matter  of  concern  tc  warehouse  personnel. 
Before  they  are  stored,  all  items  should  be  examined  to  be  sure  they 
are  free  from  pests,  rodents,  insects,  and  fungus.     Particular  atten- 
tion should  be  paid  to  the  packing  materials  and  the  containers  or 
crates  where  the  infestation  often  takes  place.     If  any  material  is 
found  to  be  contaminated,  it  should  be  isolated  and  properly  treated 
before  being  stored  with  other  items. 


Naturally,  precautions  must  be  taken  to  prevent  a  pest  problem 
from  occurring.     For  example,  in  all  storage  areas  floors  and  platforms 
should  be  kept  clean  and  free  of  any  substance  that  attracts  and/or 
provides  food  and  shelter  for  insects  or  rodents.     Also,  doors,  windows, 
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and  ventilators  must  be  properly  screened  to  keep  birds  and  other  wild- 
life from  entering  and  living  in  storage  facilities. 


In  some  cases  it  nuiy  be  noiCHsary  to  use  sprays  or  other  anonLs  to 
discourage  pests.    Materials  that  have  been  treated  with  an  insecticide, 
fungicide,  or  rodenticide  should  be  clearly  marked  to  indicate  this. 

Most  items  placed  in  storage  have  protective  wrapping  of  some  sort. 
Tears  and  ruptures  in  packaged  materials  should  be  repaired  and,  if 
necessary,  the  damaged  packages  should  be  removed  from  the  storage  area. 
This  would  be  in  cases  where  the  exposed  materials  would  attract  pests 
of  some  sort. 

In  addition,  periodic  inspections  should  be  scheduled  for  items 
that  are  subject  to  contamination.     Naturally,  the  supplies  should  be 
stored  to  facilitate  (make  easier)  these  inspections. 

If  you  do  have  a  problem  with  pests  in  a  storage  facility,  "Civil 
Engineering  Pest  Control"  is  the  place  to  go  for  help. 

Use  the  information  you  have  just  read  to  come  up  with  solutions 
to  the  following  case  problems. 

Problem  One:     Your  storage  operation  is  overrun  with  birds.  What 
action  should  be  taken? 

Problem  Two:     You  have  rat  and  insect  damage  to  supplies.     Who  can 
help  yon  in  taking  adequate  protective  measures? 

Problem  Three:     You  have  detected  spoilage  in  some  items  in  storage. 
What  should  you  do? 

How  do  you  think  these  problems  should  be  solved?    Let's  discuss 
each  one. 

In  problem  one,  the  storage  operation  is  overrun  with  birds.  They 
have  to  be  getting  into  the  area  somehow.     You  should  look  around  and 
see  where  the  birds  are  gaining  entrance.     You  would  check  to  make  sure 
all  doors,  windows,  and  ventilators  are  properly  screened.    You  should 
also  make  sure  that  the  area  is  free  of  any  substance  that  might  be 
attracting  the  birds. 

002-03-02-01 
13 


217 


In  problem  two,  you  have  rat  and  insect  damage  to  supplies.  Civil 
Engineering  Pest  Control  will  be  your  greatest  source  of  aid  in  taking 
adequate  corrective  actions. 


Problem  three  concerns  the  spoilage  of  items  in  storage.  When 
this  is  detected,  you  should  make  sure  that  the  spoiled  items  are  not 
shipped  or  issued  and  are  separated  from  other  items  to  prevent  contam- 
ination. 


As  you  have  seen,  supplies  may  become  unserviceable  in  many  ways. 
However,   the  number  one  "killer"  is  a^.    Age  is  a  major  limiting  factor 
because  the  serviceable  life  of  the  item  is  geared  to  the  date  of  manu-^ 
facture.     This  applies  to  most  items  in  the  Air  Force  inventory. 


How  does  this  affect  storage?    Simple.     You  should  always  store 
property  so  that  the  oldest  item  is  issued  first.     You  will  know  which 
stock  is  oldest  because  the  date  of  manufacture  will  be  marked  on  the 
property.    Normally  you  will  find  the  manufacture  date  on  the  item 
pack  or  label. 


Next  time  you  go  to  the  Base  Exchange  (BX)  check  their  stock  for 
date  of  manufacture  and  expiration  date  by  reading  the  label  on  the 
item.     In  most  cases,  you  will  find  the  oldest  property  is  placed  in 
front  of  the  newer  property  on  the  shelf  so  that  customers  buy  the  old- 
est property  first.    You  will  do  the  same  thing  with  property  stored 
in  the  warehouse.     You  want  to  make  sure  that  an  item,  for  example  a 
transistor,  with  a  manufacture  date  of  June  1977  is  issued  before  a 
transistor  with  a  manufacture  date  of  November  1977.     You  always  place 
the  older  property  in  front  of  the  newer  property  so  that  the  older 
property  will  be  pulled  for  issue  first. 


By  the  way,  this  practice  is  called  "rotation"  of  stock,  or 
"first  in  -  first  out."    Along  with  the  rotation  procedure,  you  should 
also  be  aware  of  items  with  a  definite  shelf  life. 

What  is  shelf  life?     If  you  think  about  the  term,  it  is  fairly 
self-descriptive.     It  is  applied  to  items  that  will  remain  serviceable 
on  a  shelf  for  a  limited  period  of  time.     You  see  this  on  many  food 
items  in  the  Commissary.     They  are  marked  with  the  date  they  should  be 
used  before.    After  that  date,   the  item  is  no  longer  guaranteed  to  be 
fresh  or  edible.     The  same  principle  applies  in  Base  Supply.     Film  is 
a  good  example.     It  is  usable  for  only  so  long,  and  after  that  it  just 
doesn't  do  the  job.     Lxght  bulbs,  batteries,   transistors,   tires,  seals 
or  other  rubber  products,  and  paints  are  a  few  other  obvious  examples. 
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Shelf  life  can  be  crucial.    This  Is  very  easy  to  understand  If 
you  think  about  parts  for  aircraft.    You  wouldn't  feel  very  safe  In  a 
coim^rclal  airliner  equipped  with  tires,  batteries,  transistors  or 
engine  parts  that  are  too  old  to  be  serviceable.    The  Air  Force  feels 
th«  ••»•  way  about  Its  aircraft! 

Shelf  life,  then.  Is  the  period  of  time  from  date  of  manufacture 
tc  expiration  date.     For  example,  an  Item  manufactured  In  September  1977 
with  a  one  year  shelf  life  will  expire  or  must  be  Issued  before  September 
of  1978      Under  no  condition  will  an  Item  be  Issued  that  has  attained 
or  exceeded  Its  expiration  date  (and  you  should  take  a  close  look  at 
those  which  are  near  their  expiration  date,  too).    You  should  notify 
the  Inspection  Section  If  you  find  outdated  stock  In  storage.  And 
naturally,  you  will  always  pull  the  older  Items  for  Issue  or  shipment 
and  help  see  to  It  that  Items  are  removed  from  storage  as  they  reach 
their  expiration  date. 

See  how  much  you  remember  about  the  procedures  followed  to  store 
property  to  prolong  serviceability  by  answering  the  following  questions. 

Q27.     Wh^t  18  done  with  Items  that  are  affected  by  high  temperatures 
and  humidity? 

Q28  .    What  should  be  done  If  spoilage  Is  detected  In  Items  In  storage? 

Q29  .     If  you  are  checking  items  for  pest  infestation,  where  should 
you  be  sure  to  look? 

Q30.     What  Bteps  can  you  take  to  prevent  a  pest  problem? 
Q31 .    Who  can  give  you  guidance  in  pest  control? 

Q32  .    What  should  you  ao  when  the  protective  wrapping  on  property  Is 
torn? 

Q31     What  is  the  number  on.  "killer"  of  serviceable  supplies? 
Q34.     What  is  the  shelf  life  of  an  item'' 

Q35.     As  a  warehouseman,  what  can  you  do  to  insure  that  shelf  life  is 
not  exceeded' 
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SUMM^Y 

This  lesson  has  covered  quite  a  bit  of  information.     The  first 
objective  dealt  with  the  best  utilization  of  storage  areas.  Reiiiead)er, 
the  main  objective  is  to  get  the  most  use  out  of  the  storage  space 
available  without  violating  any  safety  standards. 

When  deciding  where  to  store  an  item  in  a  storage  area,  considerations 
should  include  turnover  of  the  item,  its  similarity  to  other  items, 
its  size  and  weight,  and  the  floor  load  capacity  of  the  warehouse. 
HoneyconJbing  of  supplies  must  be  avoided.    All  items  should  be  stored 
to  allow  easy  access  for  inventory  and  inspection,  and  for  fire 
fighting  equipment. 

The  storage  of  special  commodities  was  discussed  next.  Special 
care  must  be  taken  in  the  storage  of  radioactive  and  explosive  sub- 
stances, flammable  items,  compressed  gasses,  and  acids.     The  "Table  of 
Hazardous  Materiel"  in  chapter  five  of  AFR  69-8  is  extremely  helpful 
because  it  includes  such  information  as  the  type  of  hazard  a  fjubstance 
poses,  directions  for  proper  storage  and  handling,  and  the  type  of 
fire  extinguisher   that  should  be  used  on  it  if  necessary. 

Special  storage  considerations  must  also  be  given  to  items  which 
are  classified,  sensitive,  or  pilferable.     Such  items  must  always  be 
kept  in  secured  locations  or  areas  and  may  be  identified  by  a  controlled 
item  code.    Warranty/guarantee  items  are  included  in  this  group. 

The  lesson  also  discusses  the  controls  required  for  time  compliance 
technical  orders  (TCTO)  and  war  readiness  spares  kit  (WRSK)  items,  TCTO 
items,  identified  by  a  blue  tag,  require  modification  of  some  sort 
before  a  specified  date,  and  normally  should  not  be  issued  before  the 
modification  is  made.     WKSK  items  are  spare  or  replacement  parts  set 
aside  in  mobile  kits  to  support  aircraft,  vehicles,  or  equipment  under 
wartime  or  emergency  conditions. 

Another  important  concern  of  warehouse  personnel  is  determining 
the  type  of  storage  that  best  protects  items  and  prolongs  their  service- 
ability.    Such  problems  as  huinidity,  extreme  temperatures  (or  normal 
temperatures  for  some  items),  spoilage,   and  insect  or  vermin  damage 
must  be  guarded  against.     Age  is  considered  to  be  the  most  destructive 
agent  of  all.     For  this  reason  you  should  rotate  stock  and  be  constantly 
aware  of  shelf  life  and  expiration  dates  on  property. 

If  you  feel  confident  about  the  objectives  of  this  le  son,  ask 
your  instructor  for  the  lesson  appraisal.     If  you  have  any  questions 
at  this  time,  be  sure  to  ask  them. 
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STORAGE  FUNCTIONS 


Autuat  1978 


Block  111 ,  Lesson  2 
Answ«rs  to  Questions  in  the  Text 

Ql.    To  Mt  the  most  use  out  of  the  space  available  without  violating 
safety  standards* 

Q2.    Near  the  receiving  and  issue  points  or  areas. 

Q3.    To  make  inventory  control  and  stor«««  procedures  a  little  easier. 

Qi,.    It  saves  money  to  reduce  the  distances  such  items  ne«d  to  be  movwl. 

Q5.    Not  necessarily.    The  floor  load  capacity  connot  be  exc*«d«d. 
Heavy  items  will  not  be  stacked  as  high  as  normal  loads. 

Q6.    Unorderly  storage  of  items  which  can  lead  to  wasted  space. 

Q7     The  TO  indicates  which  radioactive  items  must  be  placed  in 
restrictive  storage;  that  radioactive  it«ms  must  labeled,  only 
authorized  personnel  may  open  them,  and  that  restricted  areas  must 
be  radiologlcally  surveyed  every  90  days. 

Q8.    The  flash  point  is  the  lowest  temperature  at  which  enough  vapor 
is  given  off  to  form  flammable  mixture  of  vapor  and  air  immediately 
above  the  liquid  surface. 

Q9.    All  cylinders  must  identified,  valve  protection  caps  and  safety 
devices  must  be  used,  and  full  and  empty  cylinders  must  be  stored 
separately. 

QIO.    It  may  have  facilities  for  eye  washing  and  a  deluge  shower,  to 
be  used  in  case  personnel  come  into  contact  with  acid. 

oil.    The  Table  of  Hazardous  Material  lists  items  that  may  be  hazardous, 
indicates  the  type  and  severity  of  their  hazard,  indicates  how  they 
should  be  stored  and  handled,  and  the  type  of  fire  extinguisher  that 
should  be  used  on  then. 

Q12.    In  a  canpressed  gas  cylinder  storage  facility. 
Q13.    AFR  205-1 . 

QIU.    Items  with  a  ready  resale  value  and  civilian  utility,  which  are 
more  subject  to  theft  than  other  items.    They  must  be  stored  under 
security  control . 

Sup«re«<l«a    Imj  002-03-02-01  dated  March  78. 
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Q15.    Office  machines,  photographic  equipment,  vehicular  equipment, 
and  communication  equipmont . 

Q16,    Controlled  I  tmn  Cinit* . 

Time  Compliance  Technical  Order. 

Items  that  require  some  type  of  maintenance  or  change  within  a 
specified  period  of  time.    This  change  is  described  in  a  technical 
order . 

Q19.    They  will  have  a  blue  tag  attached  to  them. 

Q20.  The  shelf  life  for  condition  code  "A"  is  six  months  or  more,  and 
for  condition  code  "C"  it  is  less  than  three  months.  For  this  reason, 
"C*  items  should  be  issued  before  "A"  items,  except  to  specified  units 
or  geographical  areas  when  the  short  life  expectancy  could  cause  problems. 

Q21.    Condition  code  "D". 

Q22.    ''TCTO  Modification  Required". 

Q23.    The  Inspection  Section. 

Q24.    War  readiness  spares  kit  items  are  spare  or  replacement  items 
required  to  support  aircraft,  vehicles  or  equipment  for  a  specified 
period  of  time.    They  are  packaged  in  mobile  kits  so  that  they  may 
easily  be  deployed  in  emergency  situations. 

Q25.    Serviceable . 

Q26.  Only  for  required  maintenance,  or  if  they  have  exceeded  their 
expiration  date,  or  for  issue  under  special  circumstances  which  are 
prescribed  by  local  policy. 

Q27.    Some  items,  such  as  electronic  equipment,  need  protection  from 
high  humidity,  while  some  items,  such  as  film  or  photographic  supplies, 
last  longer  if  they  are  refrigerated. 

Q28.    Spoiled  items  should  be  moved  so  they  can't  contaminate  other 
Items.    They  should  not  be  issued  or  shipped. 

Q29.     In  the  packing  materials  or  containers  or  crates. 

Q30.     Keep  the  storage  area  clean  and  free  of  substances  that  could 
attract  insects  or  rodents.     Doors,  windows,  and  ventilators  must  be 
properly  screened.    Sprays  or  other  agents  may  also  be  necessary,  but 
itOTS  that  have  been  treated  in  this  manner  should  be  clearly  marked. 
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%T\,    Civil  Engine*ring  Pest  Control. 

Q32.    It  should  be  repaired,  or  the  package  should  be  removed  from 
storage. 

Q33.  Age. 

Q34.  The  shelf  life  is  the  period  of  time  from  the  date  of  manufacture 
to  the  expiration  date. 

Q35.    Place  older  property  in  front  of  newer  property  and  issue  older 
property  first  (this  is  called  rotation  of  stock)j  insure  that  property 
is  pulled  from  storage  when  it  exceeds  expiration  date;  report  any 
property  in  storage  that  has  exceeded  the  expiration  date  to  inspectors. 
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Study  Guides  (SGs).  Workbooks  (WBs).  Studv  Guide  and  Workbook  (SW). 
PrograiTfued  Texts  (PTs),  and  Handouts  (HOsj  are  authorized  by  ATC  for  stu- 
dent use  In  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 


Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


IPT  G3ABR64531  000 
October  1977 


STORAGE  LOCATION  DESIGNATORS 


SCOPE 


In  lessons  one  and  two  of  this  block  you  learned  about  the  different 
types  of  storage  facilities  used  by  the  Air  Force  and  some  of  the  things 
to  consider  in  determining  just  where  and  how  to  store  property.    So  far, 
so  good!     But  once  you  have  decided  exactly  where  each  item  should  be 
stored,  how  do  you  record  this  information  so  you'll  always  know  exactly 
where  to  find  that  item?    This  is  very  important!     Property  lost  in 
storage  might  as  well  not  be  there  at  all!     To  get  around  this  problem, 
each  storage  location  is  identified  by  a  storage  location  designator. 
And  that's  what  you  are  going  to  learn  about  in  this  lesson. 


Complete  given  exercises  by  labeling  illustrated  storage  locations  and 
writing  the  location  designators  for  specified  items  shown  in  the  illus- 
trations . 


To  complete  this  lesson  you  will  need  the  illustrated  text,  worksheet  #1, 
a  sheet  of  scratch  paper,  and  AIS  Module  Test  Form  #3.    You  will  find 
embedded  questions  throughout  the  text.    Write  short  responses  to  them  on 
the  sheet  of  scratch  paper.    Try  to  do  a  good  job  with  these  questions 
because  your  answers  will  be  an  excellent  study  guide.    A  key  to  the 
correct  answers  is  available  at  the  instructor  station. 


1-1.    As  a  Materiel  Facilities  Specialist,  chances  are  excellent  that  sooner 
or  later  (and  probably  sooner),  you  will  be  working  in  a  storage  facility 
of  some  type.    Your  success  on  the  job  will  probably  depend,  at  least 
to  some  degree,  on  your  familiarity  with  the  facility  and  your  ability  to 
store  and  locate  items  in  it.    This  is  crucial.    It  isn't  enough  to  know 
that  a  transistor  is  stored  in  a  small  item  warehouse.     You  need  to  know 
exactly  where  in  that  warehouse  it  is  stored.     If  an  emergency  requirement 
for  It  should  arise,  you  won't  have  time  to  check  through  the  entire 
warehouse  looking  for  it. 


OBJECTIVE 


DIRECTIONS 
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2-1.    For  this  reason,  every  item  stocked  by  Base  Supply  is  assigned 
to  a  specific  location.    An^  only  one  stock  number  will  be  assigned  to 
each  location. 


2-2.    The  next  question  is,  how  are  these  numerous  locations  identified? 
For  example,  you  could  say  that  transistors  are  stored  in  the  small 
iten  warehouse,  in  the  fifth  bin,  in  the  fourth  row  from  the  front, 
two  slots  from  the  left,  and  one  shelf  up  from  the  floor.     But  that 
really  isn't  very  clear.     Especially  if  the  warehouse  is  fairly  large 
and  has  lots  of  aisles. 


2-3.    To  avoid  misunderstandings  and  make  storage  locations  easy  to 
identify,  the  stock  locator  system  was  devised.    An  iinportant  part  of 
this  system  is  the  warehouse  location  designator.    There  is  a  designator 
identifying  every  location  in  every  storage  area. 


2-^.    Storage  location  designators  are  codes  with  10  or  11  positions. 
Why  are  they  in  code  form?    Because  this  is  the  best  format  for  computer 
use.    Remember,  an  important  part  of  each  item  record  is  the  code  that 
indicates  where  the  item  is  stored.    Why  10  or  11  positions?  You'll 
understand  that  after  we  take  a  look  at  what  the  different  parts  of  the 
code  Identify.     First  we'll  discuss  the  designators  in  terms  of  warehouse 
locations.    Then  we'll  take  a  look  at  how  they  apply  to  open  storage  areas 
as  well. 


2-5.    This  IS  what  a  storage 
location  designator  looks  like. 
We'll  discuss  each  part  individ- 
ually.    For  now,  notice  how  the 
parts  are  alternately  alpha- 
betical or  numerical.    One  rule 
that  you  should  keep  in  mind  is 
that  the  alpha  characters  will 


never  include  "I"  or  '*0' 


Why? 


Because  these  are  too  easily 
confused  with  numerical  charac- 
ters. 


A 

B01 

D 

D 
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3-1.    The  first  two  positions  identify  the  warehouse.    When  a  base 
is  established,  the  Chief  of  Supply  will  assign  a  two-digit  number 
to  identify  each  warehouse  building.    You  will  notice  that  a  sign 
with  the  word  WAREHOUSE  or  the  abbreviation  WHSE  and  an  assigned 
number  will  be  placed  on  the  outside  of  the  building. 


GENERAL    PURPOSE  WAREHOUSE 


oo 


3-2.     Here  you  see  the  first  two  positions   of  a  warehouse  location  designator, 
Notice  that  even  though  this  is  warehouse  number  one,  both  positions 
must  be  used,  so  a  zero  is  placed  in  front  of  the  one.    You  will  see  other 
cases  where  zeros  are  used  to  fill  in  if  a  specific  number  of  positions 
must  be  used.    This  is  done  for  the  sake  of  the  computer,  which  reads 
entries  according  to  positions 
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4-1.    Some  warehouses  are  extremely  large  and  may  be  divided  into 
stockrooms.    As  you  can  see  frc3in  the  illustration  below,  stockrooms  are 
identified  by  a  single  letter.    Identification  signs  are  normally  hung  from 
the  ceiling  of  each  stockroom.     In  most  warehouses  the  letters  are  assigned 
beginning  with  the  stockrooms  in  the  front  of  the  warehouse  and  moving 
from  left  to  right,  front  to  rear.    In  instances  where  the  warehouse  is 
not  divided  into  stockrooms,  the  entire  area  is  designated  ••Stockroom  A''. 


Many  large  warehouses  have 
mezzanine,  which  is  a  partial 
floor  constructed  between  the 
main  floor  and  the  ceiling.  It 
IS  especially  useful  for  t^e 
storage  of  hardware,  handtjols, 
other  Items  that  are  not  too 
bulky  or  heavy.     They  are  like 
separate  stockrooms  and  are  iden 
tified  in  the  same  way. 


? 

a 
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5-1.    Stockrooms  are  identi- 
fied by  the  third  position  in 
the  location  designator.  This 
is  always  a  one-position>  alpha 
character. 


5-2.    Many  of  the  items  in  a 
stockroom  will  be  stored  in 
storage  units.    This  illus- 
tration shows  a  single 
storage  unit.    As  you  can 
see,  it  IS  really  nothing 
more  than  a  shelving  unit. 


5-3.     Normally,  these  units  are  placed  end-to-end    and  back-to-back  to  form 
bin  rows  as  shown  here.     Notice  how  these  bin  rows  are  numbered.    The  odd 
numbers  are  on  the  left  hand  side  of  the  main  aisle,  the  even  numbers  are  on 
the  right.    This  will  always  be  the  case.     Bin  rows  are  always  numbered  from 
the  fronc  of  the  warehouse  to  the  rear,  with  odd  numbered  rows  to  the  left 
of  the  main  aisle,  and  even  numbered  rows  to  the  right. 


ZJ 


U 


MAIN 
AISLE 


THREE  POSITION 
iuumBER 


^1 
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6-1 •    The  next  three  positions  of  the  location  designator  identify  the 
bin  row.    Remember,  all  three  of  the  positions  must  be  used,  so  you 
must  fill  in  with  zeros  as  needed.    For  example,  here  we  are  talking 
about  bin  row  #1,  which  is  identified  in  the  designator  as  001.    It  is 
important  that  the  zeros  be  put  in  front  of  the  number  instead  of  behind 
it.    Otherwise,  you  would  be  telling  the  computer  bin  row  100  instead 
of  bin  row  1. 


IFQURIH.   FIFTH   \  SIXThI 
POSITIONS 


6-2.  Review  what  you  have  learned  so  far  by  writing  short  responses  to 
the  following  questions. 

Ql.    How  many  positions  are  there  in  a  storage  location  designator? 

Q2.    How  many  stock  numbers  are  assigned  to  each  warehouse  location? 

Q3.    Which  two  letters  are  never  used  in  storage  location  designators? 
Why  not? 

Q^.    Explain  what  is  identified  by  each  of  the  following  positions  in 
a  warehouse  location  designator: 

first  two   

third 

fourth,  fifth  and  sixth  
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7-1.    So  far  we  have  learned  to  identify  the  warehouset  the  stockroom,  and 
the  bin  row  where  an  item  is  stored.    What  comes  next?    As  you  can  see 
from  the  illustration,  there  are  different  levels  in  each  of  the  storage 
units.    These  levels  are  identified  by  single  alphabetical  characters 
and  are  sequenced  from  bottom  to  top.    In  other  words,  the  level  closest 
to  the  floor  will  be  "A",  the  next  one  will  be  "B",  and  so  on.    Look  at 
the  levels  in  the  illustration.    Notice  that  the  level  following  "H" 
is  "J".    Remember,  "I"  is  never  used  in  location  designators. 


7-2%     In  some  cases  you  may  find 
locations  that  are  more  than  one 
level  high.     In  "he  illustration, 
the  pulley  is  in  a  large  bin  that 
includes  both  levels  "B"  and  "C". 
Whenever  this  is  the  case,  the 
lower  level  is  used  for  idenLi.fi- 
cation  purposes.     So,  the  pulley 
is  assigned  to  level  "B". 


bTO(;KRC)pM  A 


,  r 


J  4 


_i 
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IIVINTH  POSITION 


8-2,    Once  the  horizontal  level 
has  been  determined,  the  next 
step  is  to  identify  the  vertical 
bin.     Its  identification  is  a 
three-position  alpha/numeric 
code.     In  almost  all  cases, 
numbers  are  used,  starting  from 
the  main  aisle  and  working 
towards  the  sides. 


t 

\ 

)  


"  " '  n 

.  1 

1  1 

8-1,    As  you  can  see,  the  level 
identification  is  the  seventh 
position  of  the  location 
designation. 


INDIVIDUAL  VERTICAL 
BIN  NUMBER 

3     2  1 

1 

J 

MAIN 
AISLE 

8-3.  Just  as  bins  may  include  more 
than  one  level,  they  may  also  run 
across  more  than  one  vertical  bin 
nujnber.  In  the  illustration,  the 
bin  holding  brackets  runs  across 
vertical  bin  nLunbers  1  and  2.  It 
IS  the  1  that  will  be  used  in  the 
location  designator. 
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9-1.    The  vertical  bin  number  becomes  the  eighth,  ninth,  and  tenth 
positions  of  the  location  designator.    The  illustration  shows  two 
parts  of  this  identification,  txit  they  are  considered  together.  Notice 
that,  again,  zeros  are  used  to  fill  in,  because  all  three  positions  must 
be  used.    For  example,  if  you  are  talking  about  vertical  bin  ten,  it  woul  i 
be  written  010.    If  you  put  the  zero  after  the  10,  you  would  be  indicating 
vertical  bin  100»    In  the  example  below,  since  we  are  describing  vertical  bin 
two,  it  is  written  002,  with  the  zeros  preceeding  (coming  before)  the  2. 


u 
O 


z 


ZZZZ^A 


IMNTN,  NINTH   4  TINTH  FOflTIONS 


9-2.    Many  warehouse  location  designators  do  not  have  an  eleventh  position. 
If  there  is  one,  it  is  used  to  identify  the  bin  subdivision.    Often,  \^en 
very  small  items  are  being  stored  and  do  not  require  the  entire  bin,  the 
bin  is  subdivided.    As  you  can  see,  these    jbdivisions  are  identified  by 
a  one-position  alpha  character.     Notice  that  the  letters  are  assigned  from 
left  to  right,  bottom  to  top. 
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10-1.    Here  is  a  warehouse  lo- 
cation designator  complete  with 
bin  subdivision.    You  can  see 
how  completely  this  eleven  posi- 
tion code  identifies  exactly 
where  an  item  is  stored.  It 
tells  us  which  warehouse,  stock- 
room, bin  row,  level,  vertical 
bin,  and  bin  subdivision  an 
item  is  stored  in. 


si     ^     z  z 


ss"  s|s  J 


#1 


IIIVINTN  POSITION 


iNOiVtDUAL  VEflTlCAL 
■INS 

%\%m  BAt*  I 


•m  ROWS 


■IN  SUBDIVISIONS 


10-2.     This  illustration 
sunmiarizes  some  important  points 
about  storage  locations*  Study 
it  for  a  few  minutes.  Then 
wri te  short  answers  to  the 
questions  that  follow. 


ftiN  Wtk  LCVCLS 


Q5.    How  are  levels  indicated  in  a  storage  location  designator? 

Q6 .     How  many  positions  must  be  used  to  identify  the  vertical  bin  row? 

Q7.    When  IS  a  bin  subdivision  used? 

Q8.     How  IS  a  bin  subdivision  identified? 

Q9 .     Explain  what  is  identified  by  the  following  positions  in  a  warehouse 

location  designatori 

seventh 

eighth,  ninth  and  tenth   

eleventh   
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QIO.    Complote  the  followinc  sontoncesi 

a.  When  bin  rows  are  established,  the  even  nuiuUi^*  ato  on  i  iic   

and  the  odd  numbers  are  on  the  * 

b.  Bin  row  levels  are  identified  with  ^  characters,  from 

  to  * 

c.  Individual  vertical  bins  are  identified  with    characters, 

always  going  away  from  the  • 

d.  Bin  subdivisions  are  identified  with   characters, 

  to  and    to   . 

Qll.  If  you  were  looking  for  a  generator  with  location  designator 
13B015CP01,  where  would  you  look?  (Write  out  a  description  of  the 
location. ) 

11-1.    Now  you  know  how  to  identify  the  exact  bin  or  bin  subdivision 
where  an  item  is  stored.     But,  as  you  have  seen  in  previous  lessons, 
not  all  items  are  stored  in  bins.    None-the-less,  they  require  specific 
location  identifications,  too.    So  the  10  or  11  position  storage  location 
designator  is  used  again.    Let's  take  a  look  at  how  this  is  accomplished. 

11-2.    As  you  can  see  from  this  illustration,  stockrooms,  besides  having 

0  storage  units,  may  also  have  areas  which  are  called  bays.    These  bays  ^are 
^                    established  by  painting  lines  on  the  floor.    Notice  that  the  bays  are 

1  located  at  right  angles  to  the  main  aisle  just  as  the  storage  units  are. 
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12-1.     Bays  are  used  to  store 
large,  bulky  items,  which  have 
generally  been  loaded  on 
flat  pallets  for  easier 
handling.    This  is  what  a  flat 
pallet  looks  like. 


12-2.    Bays    are  identified  by  a  number  painted  on  the  boundary  line  next 
to  the  main  aisle.    They  are  numbered  the  same  way  as  the  bin  rows  even 
numbers  on  the  right  and  odd  numbers  on  the  left  when  viewed  from  the  front 
of  the  warehouse.     In  terms  of  the  location  designator,  nothing  has  been 
changed  much.    The  first  two  positions  still  identify  the  warehouse  and  the 
third  the  stockroom.    The  fourth,  fifth,  and  sixth  positions  identify  the 
bay.     (Again,  it  may  be  necessary  to  fill  in  with  zeros  to  use  all  three 
positions.    The  bay  shown  here  would  be  identified  as  0P7.) 
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When  we  were  talking  about  storage  units,  the  seventh  position 
of  the  designator  was  used  to  identify  the  level.    The  same  is  true 
herel     In  many  cases,  there  is  only  one  level  —  A.    Remember,  levels 
are  assigned  from  the  floor  up,  so  if  there  is  only  one  level,  it  will 
naturally  have  the  first  letter.     In  seme  warehouses,  however,  pallets 
are  stacked  to  save  space.    Box  or  frame  pallets  are  used  for  this  purpose. 
Notice  the  "stringers'*  on  the  box  pallet  shown  here.    They  are  the  cross 
pieces  of  the  bottom  of  the  frame.    Location  symbols  are  placed  on  them 
when  necessary. 


Stringers 


13-2.     Letters  which  identify  the  level  of  the  pallet  are  placed  on  the 
stringer  closest  to  the  main  aisle.     In  the  illustration  below,  notice  that 
there  are  three  levels  of  pallets,  A,  B  and  C.    You  can  also  see  that  bays 
may  be  subdivided.    The  numbers  which  identify  the  bay  subdivisions  are 
normally  placed  on  the  center  stringer  pallet  I 
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1^-1.    As  you  might  expect,  the 
eighth,  ninth,  and  tenth  posi- 
tions of  the  location  designa- 
tor indicate  the  bay  sub- 
division. 


/ 


19 

A 

123 

B 

023 

19A  007A  003 


I,  - 


16-2.     You  can  see  that  storage 
location  designators  for  bays  are 
just  as  specific  as  those  tor 
storage  units.     For  example,  item 
Y  is  stored  in  warehouse  19, 
stockroom  A,  bay  7,  level  A, 
bay  subdivision  3. 


1^-3.    This  illustration  is  a 
good  summary  of  warehouse 
storage  locations.     Study  it  for 
a  few  minutes;  then  write  short 
responses  to  the  questions  on 
the  following  page. 
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Q12.    How  are  bays  identified? 
Q13.    What  are  bays  used  for'. 

Q14.    Where  are  location  symbols  placed  on  pallets? 

Q15.  Given  location  designator  25C002B^04,  write  a  description  of 
the  location  if  it  were; 

a.  a  storage  unit 

b.  a  bay 


15-1.    So  far  we  have  discussed  location  designators  as  they  apply  to 
warehouses.    These  same  designators  are  also  used  for  open  storage  areas. 
Remember,  these  areas  are  controlled  by  the  ccmputer  also. 


15-2.    Open  storage  space  is 
divided  into  lots.    Each  lot  is 
identified  by  a  two  digit 
number  • 


15-3.    As  you  might  expect,  the 
storage  lot  number  occupies  the 
first  two  positions  of  the 
designator . 
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16-1.    If  necessary,  the  lot  is 
divided  into  blocks.    The  blocks 
compare  to  warehouse  stockrocms 
and  are  identified  the  same  way 
—  by  a  single  letter.     If  an 
open  storage  lot  is  not  divided 
into  blocks,  the  entire  lot  is 
considered  to  be  block  A.  This 
is  the  case  in  the  illustration. 


m  1 1 1 1 1 1 1 1  i  1 1 1        1 1 1  i  1 1 1  i  1 1 1 

rmoff 

1 

16-2.    And  this  is  what  the 
location  designator  looks  like 
so  far. 


16-3.     BlcKTks,  in  turn,  may  be 
subdivided  in  the  same  manner  as 
stockrooms.    The  subdivisions 
are  called  bays  and  are  identified 
by  numbers  which  are  normally 
placed  along  the  lines  which 
outline  the  bay,  just  like  in  a 
warehouse.     If  it  is  not  pos- 
sible to  place  the  identifica- 
tion symbols  along  the  line,  they 
are  placed  on  the  pallets.  Odd 
numbers  are  assigned  to  bays  on 
the  left  side  of  the  main  aisle 
(when  looking  from  the  front), and 
even  numbers  are  on  the  right. 
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FOURTH.  FIFTH   &  SIXTH 


17-1.    The  fourth,  fifth,  and 
sixth  positions  of  an  open  storage 
location  designator  identify  the 
bay. 


17-2.    The  seventh  position  of 
the  designator  identifies,  as 
always,  the  level  on  which  the 
item  IS  stored.     As  was  the 
case  in  the  warehouse,  the 
single  letter  identifications 
begin  with  A  on  the  bottom 
and  move  upward.    For  all 
practical  purposes,  most 
outside  storage  is  on  the  A 
level.    However,  it  is  pos- 
sible that  additional  levels 
could  be  used. 


17-3.    Remember,  for  warehouse 
locations,  the  eighth,  ninth,  and 
tenth  positions  are  combined  to 
indicate  the  individual  vertical 
bin  or  bay  subdivision.    The  latter 
is  true  for  open  storage  locations. 
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18-1.    This  Illustration  shows 
a  typical  layout  of  an  open 
storage  area.    Notice  that,  be- 
cause there  is  only  one  level 
of  storage  being  used,  all  of 
the  bay  subdivisions  are  pre- 
fixed with  A. 


t 

9  t 

t 

f 

1 

t  * 

L 

1  

! 

i 

1 

18-2.    This  illustration  suimnarizts 
all  the  possibilities  that  exist 
for  storage  location  designators. 
There  is  no  way  you  can  tell 
whether  this  designator  represents 
a  warehouse  or  an  open  storage 
lot.     But,  of  course,  at  your 
base  of  assignment,  you  will  be 
very  familiar  with  the  mmbers 
of  the  different  storage  areas, 
so  this  will  b«  no  problem. 


18-3.  See  how  much  you  remember  about  location  designators  for  open  storage 
by  writing  short  responses  to  the  followingi 

Q16.    The  storage  lot  number  is  shown  as    positions  in  the 

storage  location  designator. 

Ql7.    Why  is  an  A  usually  found  in  the  seventh  position? 

Q18.    Which  positions  in  the  designator  indicate  the  bay? 

Q19.    While  a  warehouse  may  be  divided  into  stockrooms,  an  open  storage 
lot  may  be  divided  into   . 
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19-1.    Now  that  you  know  all  about  warehouse  location  designators, 
how  are  they  used?    First,  each  warehouse  location  will  have  a  bin  label 
attached  to  it.    As  you  can  see,  this  label  identifies  the  location 
(in  this  case  (>1A^01D002)  and  also  provides  information  about  the  itero 
stored  there.    It  indicates  the  stock  number,  system  designator,  unit  of 
issue,  ERRC  designator,  and  nomenclature.    Printed  labels  are  cxjtput 
by  the  computer.    In  some  cases,  bin  labels  are  handscrlbed.  You'll 
learn  more  about  them  in  a  later  lesson. 


bin  label 


UlA  MO  Mt     U  0 
LAKL  AUTOMATIC  MACHIIIt 


19-2*    Warehouse  locations  are  also  reflected  in  the  Stock  Number  Directory, 
In  the  illustration  below  you  can  see  the  warehouse  locations  to  the  far 
right.    You  can  notice  something  else  interesting  here.    Remember  >^at  you 
learned  in  the  last  lesson  about  similar  items  being  stored  together?  You 
can  see  evidence  of  it  here.    Most  of  the  items  on  this  portion  of  a  page 
from  the  Stock  Number  Directory  are  in  the  same  FSC,    Notice  that  they 
are  stored  close  together.    They  are  all  in  warehouse  01,  stockroom  A,  and 
most  of  them  are  in  bin  row  002,  vertical  bin  005  or  006^ 
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20-1*    Location  designators  are  an  important  part  of  the  item  record  and 
are  reflected  on  many  output  documents.    For  example,  when  the  coaputer 
outputs  instructions  to  stock  an  item  or  to  remove  one  from  storage,  it 
will  normally  also  tell  you  what  the  correct  location  for  the  itero  is. 


20-2.    See  how  much  you  have  learned  about  storage  location  designators 

by  completing  exercises  A  and  B  on  the  worksheet  for  this  lesson. 

You  may  check  your  work  against  the  key  at  the  instructor  station.  A 

key  to  the  embedded  questions  is  also  available  there.    If  you  have 

any  problems  with  the  lesson,  be  sure  to  ask  one  of  your  instructors  for 

help. 
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Lowry  Air  Force  Base,  Colorado 


PT  Ga&BR64S3l  000 
August  1978 


STOCK  LOCATOR  SYSTEM 


SCOPE 

Lessons  1,  2  and  3  of  this  block  have  taught  you  different  aspects  of 
storage  operations.    You  have  learned  the  types  of  storage  facilities  that 
are  usedi    some  of  the  considerations  in  determining  what  to  store  vherei 
and  how  the  storage  locations  are  identified. 

Basically,  then,  you  have  learned  how  a  storage  area  is  s«t  up.  How 
the  main  consideration  is  how  to  keep  it  running.    The  stock  locator  systen 
helps  take  care  of  this. 

In  this  lesson  you  will  learn  about  the  tasks  involved  in  aaintaining 
an  efficient  stock  locator  system.    These  tasks  include  preparing  bin  labels, 
finding  and  assigning  warehouse  locations,  loading  locations  to  item  records 
or  deleting  locations  from  the  records,  updating  the  Stock  Number  Directory, 
and  processing  the  Daily  Document  Register. 


OBJECTIVES 

1.  Prepare  and  process  a  warehouse  location  addition. 

2.  Prepare  and  process  a  warehouse  location  change. 
3. 

3.  Prepare  and  process  a  warehouse  location  delete. 

4.  Check  the  Daily  Document  Register  and  update  the  Stock  Number 
Directory  if  required. 


Supersedes    PT  002-03-04-01  dated  March  1978. 
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DIRECTIONS 

To  cc«plet€  th)s  lesson  ym  will  need  this  text,  a  sheet  of  scratch 
paper,  the  workU.eK,  aad  sev(^ral   bl.ink  AF  Forms  Vm .     l  hrou^hduc  the  text 
you  will  find  embedded  questions.    Write  short  responses  to  them  on  the 
iheet  of  scratch  paper.    A  key  to  the  correct  answers  is  available  at  the 
Instructor  station. 

Aa  you  learned  in  the  last  lesson,  one  of  the  laost  important 
functions  of  the  Materiel  Storage  and  Distribution  Branch  of  Base 
Supply  is  locating  the  stored  property.    Time  and/or  money  are  wmsted 
when  something  can't  be  found.     Items  lost  in  storage  could  cause 
aircraft  to  be  grounded  and  missions  to  be  delayed.    For  this  reason* 
•torage  location  designators  clearly  and  specifically  indicate  where 
each  item  is  stored.    These  locations  are  the  backbone  of  the  stock 
locator  system.    Generally  speaking,  the  purpose  of  the  system  is 
to  provide  an  accurate  and  easy  method  of  locating  property.  The 
system  uses  both  internal  and  external  records  which  must  be  constantly 
updated  to  remain  correct  and  current. 

Do  you  remenfcer  what  these  types  of  records  are?    Let's  quickly 
review.    As  you  learned  in  Block  I,  all  Internal  records  are  maintained 
Inside  the  coinputer.     There  are  many  of  them,  but  the  stock  locator 
system  is  concerned  mainly  with  the  item  records.     (Remember,  each 
item  record  normally  indicates  the  designated  storage  location  for 
that  NSN.)    External  work  listings  or  records  are  maintained  out'  \± 
the  computer.     In  the  stock  locator  system  you  will  be  mostly  cot^.emed 
with  the  Stock  Nunber  Directory  and  will  also  work  with  the  Daily 
Document  Register. 

Now  let*8  get  back  to  how  you  will  work  with  the  stock  locator 
sysLem.     if  you  are  assigned  to  the  Storage  and  Issue  Section,  one  of 
your  main  responsibilities  will  be  placing  property  in  its  correct  storage 
location.     When  will  you  do  this?    Wliencver  the  computer  outputs  a 
management  notice  telling  you  to  do  so. 

You  learned  about  management  notices  in  Block  II.  Remember, 
they  are  messages  that  are  output  by  the  computer  when  an  external 
decision  or  external  action  is  required.     In  the  storage  operation, 
the  management  notices  you  are  most  likely  to  see  are  a  notice  to 
stock  or  a  bin  notice.     They  both  definitely  require  external  action 
because  they  tell  you,  the  Storage  and  Issue  clerk,   to  store  the 
identified  property  in  the  designated  storage  location.     There  is  an 
exas^le  of  a  bin  notice  on  the  facing  page.     Look  it  over. 
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The  first  line  of  print  gives  you  some   information    about  the 
items  to  be  stored.     The  TRIG  (REC)  indicates  that  these  items  were 
Just  received,  probably  from  a  source  of  supply.     The  stock  nuaber  is 
in  GG  8-22.     It  1*  followed  by  the  unit  of  issue  (EA)  and  the 
quantity  (0W(»2)  . 


The  second  line  of  print  indicates  that  this  is  a  manageaent 
notice.     (If  you  wanted  to,  you  could  check  on  this  type  of  notice 
in  chapter  30  of  AFM  67-1,  Vol.  II.  Part  Two.)     It  then  tells  you  to 
bin  the  item,  gives  a  quantity,  and  indicates  the  proper  location 
for  the  item.     That  makes  it  easy.     All  you  have  to  do  is  store 
two  of  Item  15600ai214212BK  in  storage  location  19A011Da50.  You'll 
get  some  practice  doing  this  sort  of  thing  in  the  last  block  of  the 
course.     Incidentally,  a  notice  to  stock  document  performs  exactly 
the  same  function  and  looks  very  similar.     The  only  difference  is  that  it 
will  say  stock  rather  than  bin,  and  will  not  specify  the  quantity  in 
the  second  line.     This  is  no  problem  since  the  quantity  Is  indicated 
on  the  first  line. 
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To  make  sure  you  understand  the  procedure  we  have  Juat  discussed,  take 
a  look  at  the  document  below.     Then  write  short  responses  to  the 
questions  that  follow. 
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Q]  .     WhBt  is  the  stock  number  of  the  item  to  be  stored'' 
Q2.     Where  should  the  item(s)  be  stored? 

Q3.     What  quantity  will  you  place  in  the  warehouse  location? 

Once  you  have  taken  the  item(s)   to  the  location   indicated  on 
the  notice,  how  can  you  be  sure  you're  in  the  right  place?  By 
looking  at  the  bin  label,  of  course.     You  learned  a  little  about 
bin  labels  in  the  last  lesson.     Do  you  remember''     Every  storage 
location  that  is  In  use  will  have  a  bin  label  which  identifies   the  location 
and  the  property  assigned   to  It.     These  labels  are  normally  produced  by 
the  computer,  but  you  will  see  some  that  are  handscribed.     They  are 
essential  to  the  stock  locator  system  because  they  indicate  what  type 
of  property  each  location  should  contain.     Take  a  minute  to  look 
at  Che  bin  label  shown  on  the  following  page. 
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\ 


T  T 


00007 


$  1.5» 


USIT  PRICE 
f  SHELF  LIFE  CODE 


CONTROLLED  ITEM  CODE 


As  you  can  sec,  the  location  designator  is  printed  in  the  center  on 
the  left  aide.    It  ia  19B  M2.    You  should  be  able  to  interpret 

that  as  meaning  warehouse  19,  stockroom  B,  bin  row  or  bay  3,  level  A,  and 
vertical  bin  or  bay  subdivision  2. 


The  top  left  side  of  the  label  indicates  the  national  atock  nuaber 
of  the  item  assigned  to  the  location.    This  is  followed  by  the  «ystea 
designator,  vmit  of  issue,  ERRC  designator,  and  demand  level.  Other 
information  on  the  label  includes  the  nomenclature,  controlled  item 
code,  shelf  life  code,  and  unit  price.     (Incidentally,  do  you  remember 
where  you  can  find  the  explanations  for  these  various  codes?    A  good 
place  to  start  is  chapter  3  of  AFM  67-1,  Vol.  II,  Part  Two.) 


As  we  have  said,  most  bin  labels  are  computer  produced.  However* 
some  will  be  handacribed.    Why?    Possibly  because  it  is  a  temporary 
label  or  possibly  because  it  identifies  a  different  type  of  location. 
Let's  discuss  this.    For  the  most  part  you  will  be  dealing  with  active 
locations.     These  are  the  locations  initially  assigned  to  the  items 
and  recorded  on  the  internal  records.     Labels  for  these  locationa 
are  normally  machine  produced  (made  by  the  computer) , 
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Q.-.tl«*«    however    the  active  location  aiaply  isn't  large  enough 

a  Halted  amount  of  information.) 

Hopefully  th.  storage  operation  you         "^^f      "         '  ^J^' 
very  many  reserve  locations.     They  are  established  only  as  .  l.st 
resorc^d  should  be  t..porary  in  nature^    This  »a^^  Hl^^er'  o^ation 
location  is  too  snail,   it  is  more  efficient  to  assign  a  ^"^8^ 
rather  than  use  two  smaller  ones,  especially  since  only  one  of  the 
two  may  be  included  on  the  item  record. 

However,  because  reserve  locations  are  used  on  a  temporary  basis, 
you  should  Voiow  about  them. 


Sl.ce  reserve  locations  are  not  included  m  the  internal  records, 
the  labels  for  them  cannot  be  computer  produced.     Instead,  they  are 
handscribed. 


Look  at  the  example  below. 


You  will  notice  that  this  label  doesn't  contain  quite  as  much 
information  as  the  label  for  an  active  location      It  ~"  ^  ^J^""* 
the  stock  nuBi>er  of  the  item,  the  storage  location,  and  also  the 
active  location  of  the  item. 


This  is  fine,  but  unless  you  are  there,  how  do  you  know  what  the 
reserve  location  of  the  item  is?    Simple.     It  is  cross-referenced 
on  the  active  location  bin  label.     Below  is  the  bin  label  of  the 
active  location  of  item  53a5(J(J(JUa63(i .     Notice  that  between  the  active 
location  designation  and  the  nomenclature,   the  reserve  location  is 
handscribed . 


SCREW 


$  1.5^ 


-6- 


00:i:-03-0i-01 


ERIC 


Now  that  you  knov  what  a  reserve  locacloa  is  and  how  it  la  identified, 
let* 8  look  at  an  example  of  how  this  Information  could  be  uaed.    Say  you 
work  in  the  Storage  and  Issue  Section  and  have  just  received  an  issue 
docunent  instructing  you  to  pull  (or  remove)  six  of  item  5305090140631 « 
The  location  specified  on  the  document  (the  active  location)  contains 
only  four  of  the  item.    However,  the  bin  label  indicates  that  there  is 
a  reserve  location  for  the  item.    You  should  go  to  that  other  location 
and  pull  the  needed  items.    If  there  are  not  enouf.h  in  the  reserve  location, 
then  return  to  the  active  location  for  the  remainder.    Always  use  items 
stored  in  reserve  locations  first. 


You  can  see  that  the  bin  label  is  very  helpful.    When  you  are 
storing  property  as  the  result  of  a  management  notice,  you  should 
always  compare  the  label  on  the  property  against  the  notice  and  the 
bin  label,    in  other  words,  if  the  management  notice  instructs  you  to 
store  or  bin  five  of  item  3305000101010,  you  should  check  to  make  sure 
that  this  is  the  stock  nuiDber  on  the  labels  attached  to  the  items  and 
is  also  the  one  on  the  bin  label.    If  there  is  a  discrepancy,  return 
the  property  and  notice  to  the  Receiving  Section.    If  everything  is  in 
agreement,  then  put  the  property  in  the  location.    What  happens  to  the 
notice?    This  depends  on  the  policy  of  your  base.    In  some  cases 
it  is  filed;  in  others  it  is  destroyed. 

Storing  property  according  to  management  notices  can  be  a  very 
simple  task.    All  you  have  to  do  is  take  the  property  to  the  designated 
location  and  check  to  make  sure  the  labels  match  the  documentation. 
Unfortunately  it  is  not  always  quite  so  simple. 


It  sometimes  happens  that  property  is  received  which  has  not 
been  assigned  a  warehouse  location  (for  example,  if  the  item  is  new  to 
the  base  inventory).    When  this  happens,  the  management  notice  will  look 
like  the  one  on  the  following  page.     Take  a  look  at  it. 
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u  »a.T,  u.tu  ..-.«»t«o  pQ,^  INSTRUCTIONAL  PURPOSES  ONLY 


The  difference  between  this  type  of  notice  and  the  ones  on 
pages  three  and  four  is  easy  to  see.     In  the  second  line  of  print, 
instead  of  specifying  a  warehouse  location,   "STOCK  ASGN  WHSE  LOC 
is  printed.     Tliis  means  that  you  must  choose  a  location  for  the  item. 


How  do  you  do  this*^    First,  you  must  f ind  a  warehouse  location 
that  does  not  have  a  bin  label  on  it  (which  is  a  good  indication  that 
the  location  is  not  being  used,)     Reineinber,  only  one  stock  number 
may  be  assigned  to  a  warehouse  location.    Naturally,  when  you  choose 
a  location,  you  will  keep  in  mind  the  various  storage  principles  you 
have  learned  in  this  block.     Many  of  them  are  Just  common  sense. 
For  example,   the  size  of  the  item  makes  a  difference.     You  won^t 
put  a  very  large  item  m  a  very  small  bin  or  a  small  item  in  an  open 
bay.     If  the  item  requires  special  storage  considerations  (i.e., 
refrigeration,   controlled  humidity),    this  must  be  taken  into  account. 
You  should  also  look  at  the  controlled  item  code.     If  it  is  not 
"U,'*   the  item  may  be  classified,  sensitive  or  pilferable,  and  will 
have  to  be  stored  accordingly.    ("U'-  is  for  unclassified.) 
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Otice  you  have  found  an  empty  location  chat  la  suitable  for  the 
item,  you  should  place  the  property  in  that  location.    That's  not 
the  end  of  it  though.    Since  you  have  Just  assigned  a  warehouse  locatioQ, 
this  must  be  docui^nted.    The  first  step  is  to  write  the  warehouse 
location  in  block  F  of  this  document.    This  has  been  done  in  the  figure 
below. 


9mf>  MOT:  PROCESSED  80^9  «W56  STOOC  ASGN  WHS^^  LOG 
Umu.u  .miw  .iMmiMWii  14*4.11       |   .n   I  I  ' 


.«•..  ••••  UW«  l«<i«*.%l 


llLlcVlO        A»0  OATt 
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TIME  1130  XD2 


MCCiVCO  tT  AMO  oatc 


^aMUsju  csnrwr' 


niMAMt 


SI- 


  I  oo 


M  ro«>  I I'l- < 


HI  liklJ       iTIU  HIIIUJIIM 


U-r.."-'.uo" "poR  INSTRUCTIONAL  PURPOSES  ONLY 


The  other  action  you  need  to  take  immediately  is  to  prepare  a 
bin  label  for  the  new  location.     You  should  never  leave  property  in 
a  storage  location  that  is  not  labeled  correctly.     All  you  have  to  do 
'     get  an  blank  bin  label  and  transfer  the  appropriate  information  from 
ne  Toanagement  notice.     You  won't  have  to  worry  about  memorliing  the 
^rmat  of  a  label  because  there  will  always  be  plenty  of  sampleB  around, 
e  figure  on  the  following  page  shows  how  the  required  information 
nas  been  extracted  from  the  notice.     Study  it  for  a  few  mlnutea;  then 
answer  the  questions  that  follow. 


ERIC 
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Q4.     What  is  the  warehouse  location  that  has  been  assigned? 

Q5.     What  is  the  stock  number  of  the  item  assigned  to  this  locatican? 

Q6.     What  is  the  unit  of  issue  of  the  item? 

You  can  see  that  the  handscribed  label  doesn't  contain  as  much 

information  as  ones  that  are  printed  by  the  computer.     That's  all 

right.     It  is  only  temporary     and  will  soon  be  replaced  by  a 
computer-^pr oduced  label. 
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So  f»r.  ao  good.    The  property  has  been  ttored  in  a  ■ultabla  locfttloo 
and  tha  location  has  been  correctly  labeled.    We're  not  flntahed  yet, 
however.    The  new  location  is  not  on  the  lte«  record,  so  tim  »ext 
step  Is  to  put  it  there.    As  a  Storage  and  Issue  clerk,  thie  is  yo\ff 
Job. 


It  la  not  a  difficult  task.    You  slaply  prepare  two  copies  of 
AF  For«  1991  as  a  warehouse  location  change  input.    (Don't  be  confuaed 
by  the  word  change.    Updating  the  item  record  with  a  warehouse  location 
change  can  be  an  addition  to,  a  change, or  a  deletion  fro«  the  lte« 
reTord.S    Since  you  want  to  load  a  warehouse  location  to  an  lte«  record 
that  does  not  already  have  one  esUbllshed,  it  is  comonly  called  • 
warehouee  location  addition. 


The  input  is  also  called  an  PCS  input.    FCS  represent*  the 
transaction  identification  code  (TRIG)  used  to  add,  change,  or 
delete  a  warehouse  location  on  the  item  record.    Let's  take  a  look 
at  the  forwit  followed  to  prepare  this  input.    The  for»at  le  shown  in 
attachmnt  A-1  to  chapter  21  of  AFM  67-1,  Vol.  II,  P»rt  TVo. 
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PCS 
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1 1    Wanhcutts  Loc«tlo« 


Locatiott 
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You  haven't  had  nuch  experience  followiag  formats  to  prepare 
inputs,  so  we'll  taka  this  one  very  slowly.    First,  look  at  how  the 
foriaat  is  set  up.    It  starts  out  with  some  general  information  such  as 
the  purpose,  Input  restrictions,  and  the  output. 


Than  comee  the  input  format  and  entry  requirements.    This  portion 
has  been  divided  into  four  columns  titled  "Catd  Col"  (card  column), 
Pos'*  (number  of  positions),  "Field  Designaticn^»  and  '•Remarks, 
These  four  columne  tell  you  exactly  how  to  fill  out  the  1991.  Look 
at  one  of  the  1991s    you  have  for  this  lesson.    Notice  that  it  has  8<i 
card  columns.    The  format  will  tell  you  exactly  what  must  be  entered 
in  each  of  those  card  columns. 


For  example,  in  card  columns (CC)  1-3,  three  positions  are 
designated  for  the  TRIG  which  the  remarkii  column  tells  you  is  FCS. 
CC  A-7  are  blank.    CC  8-22  contain  15  positions  for  the  NSN;  if  the 
NSN  has  only  13  positions,  use  only  CC  8-20.    CC  23-30  are  blank 
and  the  10  or  11  position  location  designator  that  you  have  just 
assigned  should  be  entered  in  CC  31-A0/A1.    However,  the  remarks  column 
for  this  entry  says  '*Note  1.''     So  before  you  enter  the  warehouse 
location  on  the  1991  you  should  read  note  1.     It  explains  some  of 
the  options  available  with  this  entry  and  also  shows         the  location 
designator  should  be  constructed.    The  only  other  entry  required  for 
this  FCS  input  is  the  two  position  system  designator  in  CC  55-56.    Note  2 
gives  additional  details  about  this  entry.    For  school  purposes,  01 
is  always  used. 


You  can  see  that  preparing  input  forms  is  very  easy  as  long  as  you 
have  the  format  to  follow.     Below  is  an  AF  Form  1991  prepared  to 
load  the  warehouse  location  we  have  been  discussing  in  this  lesson. 
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Before  contlnuijig  with  the  lesaoni  see         much  you  remember 
about  prepariag  FCS  inputs  by  writing  short  responses  to  the  following 
questions. 


Q7.    How  msny  copies  of  AF  Form  1991  should  be  prepared  for  an  FCS  input? 

Q8.    Where  does  the  format  for  an  FCS  input  cone  from? 

Q9*    How  many  Dositions  are  designated  for  the  warehouse  location? 
Which  card  coluars? 

QIO.    Which  card  columns  should  contain  the  system  designator. 

Once  you  have  filled  out  the  1991,  it  is  ready  to  be  input.  The 
new  warehouse  location  will  then  become  a  part  of  the  appropriate 
item  record.    The  input  will  also  cause  the  output  of  a  nev  bin  label 
at  the  and  of  the  day.    The  machine -produced  bin  label  w5.11  take 
the  place  of  the  one  you  handscribed  earlier  in  the  day. 

There  is    however,  another  record  that  must  be  updated  first.  Can 
you  figure  out  what  it  is?    Think  for  a  minute.    What  external 
record  is  a     printout  of  the  internal  item  record?    The  Stock  Number 
Directory,  of  course. 
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You  Uamsd  about  this  listing  in  Block  II,  so  you  should  sltMdy 
bs  fsBillar  with  It.    It  is  a  listing  which  contmins  ths  data  oo 
each  itatt  record.    This  data  (called  indicative  data)  includee  the 
stock  nuaber,  unit  of  issue,  price,  and  current  varehouse  locatioQ* 
the  latter  of  theee  is  especially  laportant  because  the  directory  serves 
as  the  locator  listing  In  the  varehouse.    It  is  also  very  necessary 
during  tlMS  vhen  the  coaputer  systea  is  doim  and  all  Internal 
records  are  Inaccessible.    The  Stock  Muaber  Directory  is  in  stock 
nui^er  sequence.    It  is  output  once  a  aonth.    When  a  new  copy  is 
received,  the  aonth-old  copy  is  held  for  30  days.    Then  it  is  destroyed. 


Since  thfe  directory  is  output  once  a  sonth,  each  new  copy  reflecte 
all  the  changes  that  have  been  aade  to  itea  records  in  the  past  aonth. 
However,  a  monthly  updating  is  really  not  accurate  enough  for 
Storage  and  Issue  operations.    The  varehouse  needs  a  listing  that  la 
always  correct.    For  this  reason,  everytlne  you  prepare  an  Input  that  will 
change  Bom  of  the  data  on  the  item  record,  you  aust  also  chan'ie  that 
Informtion  in  the  Stock  Nuaber  Directory •    If  you  have  Just  assignad  a 
warehouse  location  to  sn  item,  you  should  aake  sure  that  this  InforaatioQ 
is  included  In  the  directory.    It  is  important  that  the  external  and 
internal  records  always  be  In  agreement.    This  updating  is  called 
annotating. 
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Axinotating  i«  really  a  simple  process.     Let's  take  a  look  at 
how  it  la  dO'ie.    On  the  facing  page  are  two  figures  showing  a  page  from 
the  Stock  Nufflbcr  Directory.     The  stock  number  is  the  first  entry  for 
each  item  and  the  warehouse  location  is  close  to  the  middle  of  the 
page.    Notice  that  some  of  the  items  in  the  first  figure  do  not  have 
warehouae  locatious  (for  exaa^le  1560M62791^1BK)  .    When  a  location 
la  aaslgned  to  the  item,  the  directory  is  updated  by  siinply  handacrlblng 
the  location  in  the  appropriate  place,  as  shown  In  the  second  figure. 

What  if  the  stock  number  doesn't  even  appear  on  the  listing? 
Then  you  must  enter  it.     Just  place  it  in  the  proper  sequence  on  the 
listing.     For  example,   if  you  have  assigned  a  location  to  item 
156<JW63369^9BK    but  find  that  this  number  doesn't  appear  In  the 
directory  (figure  one),  you'll  have  to  add  it  as  shown  in  (figjure  two). 
Beeidea  the  stock  number,  other  helpful  indicative  data  may  also 
be  included  In  the  entry.     Of  course  you  should  be  sure  to  Include 
the  new  warehouae  location  in  the  appropriate  column. 

Nov  that  the  external  record  has  been  updated,  you  should  submit 
the  PCS  input  to  update  the  internal  records.     Copy  1  of  the  AF  Form  1991 
ia  sent  to  the  Storage  and  Issue  remote  operator  or  to  the  PCAM  Unit 
for  input  processing.     Copy  2  is  held  in  a  suspense  file.     Before  we 
discuss  the  use  of  this  file,  review  what  you  have  learned  about  the 
Stock  Number  Directory  by  answering  the  following  questions. 

Qll.     Why  must  the  Stock  Number  Directory  be  updated? 

Q12.    How  often  does  the  Storage  a.^r^  Issue  Section  receive  a  new  Stock 
Number  Directory? 

Q13.     How  is  a  new  warehouse  location  added  to  the  Stock  Nuni>er  Directory? 

QIA.     What  is  the  process  of  adding  or  changing  Information  in  the 
directory  called? 

The  suspense  file  of  all  the  copy  2s  of  FCS  inputs  serves  a 
very  important  function.     Back  in  Block  I  you  learned  the  purpose 
of  suspense  files.     They  provide  a  means  of  checking  to  insure  that 
trfmsactions  have  processed  correctly.     As  you  might  guess,  this  file 
serves  exactly  the  same  purpose. 
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As  we  mentioned  before,  FCS  Inputs  may  be  processed  In  one  of 
two  places.     If  the  Storage  and  Issue  Section  remote  Is  used  and  the 
Input  la  accepted,  you  will  get  an  "Input  Processed  Notice"  back  fro.  the 
co^uter.    Thle  tells  you  that  the  computer  has  accepted  the  Input  and 
that  the  warehoyae  location  If  now  on  the  lte«  record. 

Ho»iever,  If  the  FCS  is  sent  to  PCAM  for  Input,  there  will  not 
be  an  ii«edlate  "Input  Proceaeed  Notice."    This  Is  because  the  main 
line  printer  does  not  print  these  notices   (only  a  reject  should  one 
occur y  So  how  can  you  be  sure  the  new  warehouse  location  has  been 
loaded?    That's  where  the  suspense  file  comes  In.    Screening  every 
FCS  input  copy  2  against  the  Dally  Document  Register  is  an  easy  way 
to  be  sure  that  all  of  the  changes  have  been  recorded  correctly. 

Let's  discuss  this  a  little.    You  learned  about  the  Dally 
Document  Register  in  Block  II.    Remember,  it  Is  a  listing  produced 
at  the  end  of  each  day  to  show  all  the  transactions  that  have 
processed  successfully  through  the  computer  that  day.    There  are  two 
parts  tq  the  Register.    Storage  personnel  are  concerned  mostly  with 
part  one  which  is  printed  by  TRIG.    This  is  very  convenient, 
because  it  separates  the  different  types  of  tranaactlons . 

Right  now  we  are  Interested  in  FCS  transactions,  so  let's  take  a 
look  at  that  portion  of  the  Daily  Document  Register  and  how  it  should  be 
screened  against  copy  2  of  an  FCS  that  was  prepared.    Take  a  f«f  minutes 
to  study  the  figures  on  the  facing  page- 
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Figure  3  l8  an  PCS  input  to  add  location  ^UM2Dai2  to  the 
item  record  of  NSN  156flW 3(146987  •  This  Is  copy  2  of  the  input,  ao  it  is 
part  of  the  auapenae  file.    To  laake  sure  that  the  new  location  has  baen 
added  to  the  item  reoord»  check  the  Dally  Document  Reglater  (figure  4). 
la  there  an  entry  to  match  the  luspenae  copy?    Let's  look. 

You  probably  remevter  reading  that  the  register  is  in  document 
number  aequence.    FCS  entries,  however,  do  not  have  a  document  number. 
Instead,  the  card  colums  that  usually  contain  the  document  number 
contain  the  warehouse  location.     So  it  is  the  location  that  is  used  for 
Bequenclng  purposes. 

In  the  figure  you  can  see  that  the  new  locations  are  listed  in 
the  document  nuBober  coluxmn  and  the  old  locations  are  listed  in  the 
mark  for  column.    Notice  that  warehouse  location  (|1A0O2C^02^  comes 
before  0LA002C096  which  cooes  before  01A002C998  (in  the  mark  for 
coluMt),  which  cornea  before  JlA.M2D^l^.    The  next  entry  is 
the  one  we  are  looking  for.     A  quick  comparison  between  it  and  the 
suspense  copy  shows  that  they  match.    Now  we  can  be  sure  that  the  new 
location  has  been  added  to  the  appropriate  item  record. 

What  if  there  had  not  been  a  matching  entry  in  the  Dally  Document 
Register  or  if  the  entry  had  not  entirely  matched  the  suspense  file 
FCS?    This  would  indicate  that  the  input  did  not  process  correctly. 
What  ahould  you  do?    Double  check  the  FCS  form  to  be  sure  that  it 
was  prepared  correctly  and  then  re-input  it.     Then,  of  course,  you 
must  wait  until  the  following  day  to  check  the  Daily  Document 
Register  again. 

That  completes  the  process  you  will  follow  every  time  yo«  assign 
a  warehouse  location.    Review  the  procedures  by  writing  short  responses 
to  the  following  questions.     Then  complete  problem  one  in  the 
workbook. 

Q15.    When  you  assign  a  warehouse  location,   the  location  deslgnstor 
should  be  marked  in  of  the  bin  or  stock  notice. 


Q16.     After  the  property  has  been  put  in  the  location  and  the  bin 

notice  has  been  updated,   a    must  be  prepared  for  the 

location . 
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Q17.    The  next  ateps  are  to  update  the  external  records  by  

 I  and  then  update  the  internal  records  by  preparing  

Q18.  Finally »  to  make  sure  that  the  input  has  processed  correctly, 
you  shMld  screen  the  suspense  file  of  FCS  Inputs  against  

Before  continuing^  complete  problem  one  in  the  workbook. 


You  knw   nw    vhat  happens  when  you  assign  a  warehouse  location  to 
an  Itea  that  doesn^t  have  one.    Similar  procedures  are  followed  wh«n 
you  change  a  warehouse  location. 


Why  would  you  change  a  location?    Well,    you  may  need  a 
bigger  storage  bin.    Rather  than  assigning  a  reserve  location  to  the  item, 
it  is  better  to  assign  a  larger  location.    (Remember,  a  good  storage 
operation  does  not  have  many  reserve  locations.)    Because  changing 
locations  is  not  an  uncommon  procedure  for  Base  Supply,  it  Is 
something  you  should  be  familiar  with. 


The  first  step  is,  logically,  to  take  the  property  to  the  new 
location.    Again,  you  will  keep  the  storage  principles  you  have  learned 
in  mind  when  choosing  a  new  location. 


Of  course,  the  new  location  needs  a  label,  so  you  should  take 
^    blank  bin  label  and  prepare  it  to  identify  the  location  and  the  item 
that  has  Just  been  assigned  to  it. 


Don't  forget  that  the  old  location  also  has  a  label.    That  label 
is  no  longer  correct  (after  all,  the  item  is  no  longer  assigned  there), 
so  it  must  be  destroyed.    By  "destroyed'*  we  mean  that  the  label 
should  either  be  torn  off  the  bin  or  pallet,  or  all  the  information  on 
it  should  be  lined  through.    The  idea  is  to  make  it  obvious  that  there 
is  no  longer  an  item  assigned  to  that  location. 

At  this  point  the  item  has  been  moved,   the  new  bin  label  has 
been  prepared,  and  the  old  one  has  been  destroyed.    But  you  are  the 
only  one  that  knows  where  the  new  location  is.     It's  time  to 
update  the  records. 


-21- 

002-03-04-01  2  c;q 


First,  of  course,  you  prepare  the  Input  form.    Just  as  you  did  for 
a  new  warehouse  location,  you  will  prepare  AF  Form  1991  Ijx  two  coplaa 
with  TRIG  FGS.    You  vlll  even  follw  the  same  format. 

Once  the  1991  has  been  prepared,  the  next  step  Is  to  update  the 
Stock  Nunier  Directory.    Figure  1  below  Is  an  FCS  that  has  been  prepared 
to  change  a  warehouse  location,  and  figure  2  Is  the  same  change  entered 
In  the  Stock  Nui*er  Directory.    You  can  see  that  the  only  entry 
required  In  the  directory  Is  crossing  out  the  old  warehouse  location  and 
%n:itlng  the  new  one  directly  above  it.  
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Copy  1  of  the  FCS  ahould  be  forwarded  for  input  while  copy  2 
iM  held  In  suapenee.    Why  la  It  held  in  suspense?    Again,  ao  that  It 
can  be  screened  (compared)  against  the  Daily  Document  Reglater  to 
insure  that  the  input  processed  correctly. 


This  is  the  saM  procedure  that  you  follcved  with  tha  new 
warehouse  location.    Again,  because  part  one  of  the  Dally  Document 
Register  la  printed  by  TRIC,  you  will  be  looking  at  the  page  which 
contains  FCS  Inputs.    Let^s  see  how  this  page  should  be  scraaned 
for  a  warehouae  location  change. 


ReMaber,  this  portion  of  the  register  is  sequenced  by  warahouia 
location.    See  if  you  can  find  the  location  we  have  eatabllahed  listed 
here  (aU0a2E005). 
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If  you  checkuftd  carefully,  you  should  have  found  chat  It  1«  next  to  the 
last  entry.     The  old  warehouse  location  la  shovm  in  the  mark  for 
coluaix,  and  the  stock  number  matches.    Since  everything  is  in  agreeaant, 
you  may  be  aure  that  the  input  processed  correctly.     If  you  had  not 
found  this  entry  on  the  ragister,  or  if  there  had  been  an  error, 
then  you  would  have  to  do  some  checking  and  probably  re-input  the 
FCS. 

That  completes  the  process  of  changing  s  warehouse  location. 
Before  continuing  with  the  lesson,  review  what  you  have  learned  by 
writing  short  responaes  to  the  following: 

Q19.     Explain  why  you  might  need  to  change  a  warehouse  locatieo. 

Q20.    What  form  is  used  to  prepare  a  warehouse  location  change  input 
and  in  how  many  copies? 

Q21.    Assign  the  proper  sequence  to  the  following  steps  in  changing 
a  warehouae  location: 

  Prepare  FCS    Destroy  old  bin  label 

  Prepare  new  bin  label    Move  property 

  Screen  Daily  Document  Register    Update  Stock  Nuab«r  Directory 

Now  complete  problem  two  in  the  workbook. 

Now  you  know  the  procedures  to  follow  when  you  assign  a  new  warehouae 
location  pr  change  one  that  already  exists.     This  portion  of  the  lesson 
will  discuss  how  you  go  about  deleting  (or  removing)  a  warehowe 
location  from  an  item  record. 


Why  would  you  want  to  do  such  a  thing?    It  is  not  unusual  for 
a  warehouseman  to  find  an  empty  location  that  has  a  bin  label  attached 
to  it.     There  could  be  a  good  reason  for  the  empty  location.     It  is 
possible  that  the  item  is  simply  out  of  stock  and  that  there  are  more 
on  order. 


On  the  other  hand,  it  is  also  possible  that  there  is  no  longer  an 
item  assigned  to  that  location.     This  could  happen  if  the  item  has  been 
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Bov«d  fro«  your  warehouse  to  another  location  (tuch  aa  a  supply  point), 
or  If  the  Item  haa  been  dropped  from  the  Baae  Supply  Inventory.  If 
thla  is  the  caae,  you  should  take  steps  to  delete  the  location  fro. 
the  coitputer  records  so  that  a  different  item  can  be  aaaigned  to 
the  location.    Othenrtse,  space  will  be  wasted. 


Obviously,  you  csn't  just  automatically  delete  every  em>t7  storafS 
location  that  ha.  a  bin  label.    As  we  have  said,  some  of  the.  may  be 
empty  for  a  very  good  reason.    So  first  you  must  do  some  checking  to 
IS.  sur^  that  ihriocation  1.  no  longer  needed  for  the  it«a  identlfl«i 
on  it.  label. 

Thinking  about  what  you  have  learned  in  previous  blocks,  how  do  you 
.uppo.e  you  could  find  more  informs t Ion  about  the  item  "-i^^J  to 
the  location?    The  moat  obvious  way  is  by  processing  an  inq^Jry.  (You 
learned  how  to  do  thla  in  the  last  block)     Thla  input  ^Jll 
two  things.    The  first  is  that  the  serviceable  balance  °f  the^*" 
is  zero^  This  is  important.    Before  you  delete  the  location 
to  make  aure  that  computer  record,  do  not  Indicate  that  there  -^o^lf  -^^^l 
be  items  In  that  location.    A  special  Inventory  «y  ^e  needed.  (You  U 
learn  ^!out  the.e  inventories  in  .  later  lesson.)    The  secoad  point  you 
wa"  to  check  1.  whether  or  not  there  is  a  DIFM    due-in  I?*!^' 
point  detail  record  linked  to  the  item  record  of  the  item 
the  location.    If  eny  one  of  theae  records  does  exist,  it  indicates  that 
Z  ite"!^ne  not  pre.ently  in  this  location.  Is  either  due  to  co«  In 
or  may  be  In  another  location  in  Base  Supply. 

If  either  of  these  two  conditions  exists,  an  input  to  delete  the 
location  will  reject.    Assuming,  however,  that  the  Inquiry  shows 
t^t  there  is  a  zero  serviceable  balance  and  that  there  are  no  DITM, 
d^-m!  ^or  supply  point  detail  records  linked  to  the  item  record, 
you  are  ready  to  proceed. 

The  first  step  Is  to  prepare  an  FCS  Input.     Agaln^  r7"/^\~.^^! 
AF  Form  1991  In  two  copies  and  follow  the  format  in  AFM  67-1.    Let  a 
take  another  look  at  that  format  and  see  what  It  says  about 
warehouse  location  deletes. 
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At  first  glance  it  looka  aa  if  this  Input  will  be  exactly  the  saM 
as  the  othar  two   He  have  aean  In  this  leaaon.    Hwever,  a  close  look 
at  note  i,  which  explains  the  entries  for  CC  31-41,  shows  the  difference. 
The  fifth  paragraph  of  this  note  explains  that  if  the  warehouse  location 
is  to  be  delated,  Instead  of   y  ering  the  location  designator  in  these 
cara  coluans,  only  an  asteriak  Is  required,  and  it  should  be  placed  in 
CC  41.    The  rest  of  ttm  note  explains  the  conditions  when  a  warehouse 
'ocation  cannot  be  deleted.    The  figure  below  shows  an  AF  Fora  1991 
prepared  wo  delete  a  warehouse  location. 
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You  can  see  that  it  is  really  easy  to  prepare  the  input  needed  to 
ielete  a  warehouss  location.    The  input  will,  in  effect,  erase  the  location 
from  the  it.ejn  record.     It  is  treated  Just  like  the  other  FCSs  w«  have 
discussed.     Copy  1  is  iised  for  the  input;  copy  2  is  held  In  suspense  to 
be  sc reeled  against  the  Daily  Document  Register  the  next  day. 

In  the  meantime  there  are  some  additional  steps  you  should  take.  You 
can  probably  figure  out  what  they  are.     Of  course  you  must  mark  throu;jh 
or  remove  tne  bin  label  on  the  location  that  hi  Just  beer  deleted.  You 
want  to  make  it  clear  that  there  is  no  longer  an  item  assigned  to  this 
location.     rhen  you  will  need  to  update  the  Stock  Number  Directory.  This 
l8  necessary  to  Insure  that  both  the  internal  record  and  the  external 
work  listing  reflect  the  same  information. 

Let's  take  a  quick  look  at  hcA^  the  Stock  Number  Directory  should 
be  updated.     The  flgur^i  on  the  foil  wing  page  shows  an  extract  from  the 
diT-ctory,     Look  at  tae  entry  for  NSN  156aMl^29a45 .    Notice  that  the 
warehouse  location  for  the  item  has  been  lined  through.     However,  this 
is  the  only  part  of  the  entry  that  has  been  marked.     That  makes  sense, 
because  the  location  is  the  only  ching  on  the  item  record  that  was  deleted. 
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Thf^  final  step,   of  course,    is  screening  the  suspense  copy  of  the 
I CS  against   the  Daily  Document  Register   to  be  sure  that  the   input  processed 
correctly.     So  once  again  we  will  turn  our  attention  to  the  page  in 
part  om^  of  the  ^aily  Document  Register  rhat  lists  the  FCS  transactions. 
Rem*?mDer,   the    ^'    ties  are  sequenced  by  warehouse  location.     In  this  case 
we  can  focua   rnjr  attention  on  the  mark  for  column  because  that's  where 
the  old   locations  are   listed.     We  wouldn't  expect   to  find  our  entry  in 
cf.e  do^uiaent  numl^er  column  because   ch^t'e  where  new  locations  are  listed, 
and   t'.ie  item  record  we  have  been  dcciling  with  doesn't  have,  a  new  location. 
'>o,    if   you  find  Che  warehouse  locaLion  listed  in  the  mark  for  column  and 
tne  rest  of   Che  information  in  the  entry   ts  in  agreement  with  fhe  suspense 
c<'py,   then  yon  may  be  sure  that   tlie   input  processed  correctly. 


Qieck  Che  warehouse   location    'miction  we  have  been  discussing 
against  the  Daily  Document  Regis te-    shown  on  the  next  page.     Then  write 
i>hort  responses   Co   the  questions   that  fullov. 
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Q22. 

When 

should  a  warehouse  location  be  deleted? 

Q23. 

V^hat 

input  should  be  processed  before  you  delete 

a  warehouse  location? 

Q24. 

will  a  warehouse  lcx:ation  delete  rej^sct? 

Q25. 

What 

is  the  main  difference  between  the  location 

delete  and  the 

location  change  input  format? 

Q26.  Assign  the  proper  sequence  to  the  following  steps  in  deleting 
a  warehouse  location: 


Screen  Daily  Document  Register 
Prepare  FCS  input 
Process  inquiry 


Destroy  bin  label 

Update  Stock  Number  Directory 


Now  complete  problem  three  in     the  workbook. 
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Thla  leaaon  haa  discussed  acreenixig  the  Dally  Document  Ragtater 
aeparataly  for  each  of  the  different  types  of  warehouse  location 
changes  that  may  occur.    Actually,  there  la  a  little  more  to  It  than 
this.    Since  the  register  is  output  dally,  It  is  screened  dally.    Not  only 
will  Storage  and  Issue  personnel  b.reen  entries  against  suspense 
copies  of  PCS  doc«ents.  they  will  also  go  to  all  the  locations  Involved 
to  make  sure  that  all  of  the  changes  Hated  have  actually  taken  place. 
This  Is  sort  of  a  double  check.    For  every  FCS  entry  on  the 
register  you  must  Insure  that  each  new  location  contains  ^he  |-^sted 
stock  nuiii)er  and  that  each  old  location  does  not  contain  uie  listed 
stock  nurf)er.    Each  deleted  location  should  also  be  checked  to  Insure  that 
the  bin  label  has  been  marked  through  or  removed.    You  should  ^^"^^^^ 
to  be  sure  that  the  necessary  changes  have  been  made  to  the  Stock  Nimb«r 
Directory.     Only  after  all  this  checking  has  been  done  should  the  FCS 
suspense  file  copies  be  destroyed. 


FCS  transactions  are  not  the  only  entries  you  must    screen  in 
the  Daily  Document  Register,     Storage  and  lasue  personnel  must  also 
check  FIDS.    These  are  Item  record  deletes.    Unlike  warehouaa  location 
deletions,  these  actions  will  not  be  initiated  by  you.     However,  you 
will  be  Involved  with  the  process.    How?    It*s  really  very  si«ple.  When 
you  are  screening  the  Dally  Document  Register,  you  may  find  a  page 
or  section  of  entries  with  TRIG  FID.     Aa  we  have  said,  these  entries 
represent  Item  records  which  have  been  deleted.    Take  a  few  minutea 
to  examine  the  figure  below    which  shows  this  part  of  the  Daily 
Document  Register. 


29  JWI  75  tOWlY  TECH  TRNC        (FAUT  X  )        DAILY  DOC  UC  4  ITEM  SUHViriLLAlKrt  UST  <D#4/8#*.22)  TA  B    #1  1968  DATI  S#29    FACE  6 


STOCK  HUHirH   .  FRC  FAC   IP     «M  L 

r  ft 

I  c                          TP  THANS  PHUASF 

53i5  00  01)  321)  XF/  M0  CFn    ttX  W 


ENDING    TRAN  SER 


4X  ITFM  DttrtE 

53#b  H  #12  )2#4  Xf2 

1  4x  iTf>i  OEurrr 

53#5  a«  %\l  Ula  XF2  0## 

1  AX  ITKh  OFLETE 

^3#^  M  01 1  "^^i  ^ 

1  4X  iTfK  OFXETJ 


STA     0  r 


$.52 


U«9  #Ml#d  <>2  59  ^259  Z 

CFJ     bX  BOLT  5.6  7 

U63  9^91  4259     H7^^     4259  Z 

CFO    »X  BOtT  5.81 

MU  M##M  4  -5S    ##241    4259  2 


CK>     BX  Ni,T 


$.29 

4259     N''4?     4259  I 


REASON 

Y 

riD 

#mi2A#ll 

riD 

FID 

FID 

-30- 


1)0  '-03-04-01 


2~S 

o 

ERIC 


Notice  that  the  entries  are  sequenced  by  warehouse  location,  and  all 
of  these  locatloao  are  in  the  docunent  number  coluan.    Noir,  hov  do  these 
entries  effect  yt>ur  Job?    You  mist  physically  check  the  indicated  location 
to  Mke  sure  that  it  does  not  contain  any  of  the  NSN  iten  listed.    If  the 
location  does  not  contain  the  property,  you  first  renove  the  bin  label 
attached  to  the  location.    Then,  you  should  update  the  Stock  Nusber 
Directory  by  lining  through  the  entire  entry  for  that  stock  nuai>er.  After 
all,  thft  entire  Item  record  has  been  deleted. 


Hovever,  if  you  do  f^d  som  of  the  NSN  items  in  the  locatio^i 
Something  is  vrong.    You  must  request  a  special  inventory.  You 
will  not  line  through  the  entry  in  the  Stock  Number  Directory. 
Ins tend  you  vlll  annotate  the  entry  to  Indicate  that  the  item  record 
was  deleted  but  that  a  special  inventory  has  been  requested.  Remember, 
the  idea  la  to  keep  the  Stock  Hu^er  Directory  as  current  and 
correct  as  possible.    It  is  important  that  any  change  which  affects  the 
storage  or  issue  of  items  is  reflected  in  it.    The  figure  belw  shws  a 
portion  of  the  Stock  Nuober  Directory  which  has  been  updated  to  show 
two  item  record  deletes;  one  that  checked  out  correctly  and  one  tUat 
required  a  apedaj.  Inventory. 
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32#4  #1  U  PCP  UBOtT 

1213  #1  8X  CPO  UHUT 
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Thjit  conpletM  the  leaaon  on  the  stock  locator  aystaa.  Check 
your  knowladge  about  the  final  objective,  proceasing  the  Daily 
Docuaaitt  BAgiatar,  by  writing  abort  raapoaaea  to  tha  follwlng 
quaationa. 

Q27.    Hhat  is  the  difference  between  an  FCS  input  to  delete  a 
warahouaa  location  and  an  FID  input? 

Q28.  aaaidaa  screening  certain  entries  In  the  Dmlly  Documnt  Ragiater 
against  tha  auapanaa  file,  what  other  actions  ahould  be  taken  vlth  tha 
entrlaa? 

Q29.  What  actions  are  required  of  Storage  and  laaua  peraocnal  whan  an 
FID  entry  appeara  on  the  Daily  Document  Regiater? 

Now  coqplate  problem  four  in  the  workbook. 

When  you  feel  confident  about  the  objectives  in  this  lesson,  aak 
your  instructor  for  tha  lesson  appraisal. 
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STOCK.  LOCATOR  SYSTEM 
Block  III,  Lesson  4 
Answers  to  Questions  In  the  Text 

qi.  284#096710176PB  . 

q2.  19 A  0aiB  M8  . 

q3.  1  . 

q4.  91A  902B  096  . 

q5.  15699962 79099BK  . 

q6.  EA  . 

q?.   TWO  . 

qS.    Fro«  chapter  21  of  AFM  67-1.  Vol.  II.  Pert  TVo  . 
q9.    11  —  CC  31-41  . 
qiO.    Cerd  coIumis  55-56  . 

qil.    So  thet  it  will  aetch  the  intemsl  records  . 
qi2 .    Every  month  . 

qi3     If  the  stock  nurf>er  is   in  the  directory,  it  will  be  pieced  In 
the'eppropriete  colu«i.    If  the  stock  nuafcer  is  not  in  :he  directory, 
must  first  be  entered  in  the  proper  sequence;  taen  the  Location  is 
written  in  the  appropriate  colxnn. 

qi4.  Annotating. 

qi5.  Block  F 

qi6.  Bin  label 

qi7.  Annotating  the  Stock  Nunber  Directory    end  PCS  input 

qi8.  The  Daily  Docuaent  Register 

qi9.  The  current  warehouse  location  might  be  too  small. 

q20.  AP  Form  1991,  two  copies  . 
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3  Destroy  old  bljx  label 

1      Move  property 

6       Screen  Dally  Docuaent  Register     5     Updete  Stock  N«ber  Directory 

Q22.    When  a  location  la  empty,  the  serviceable  balance  of  the  lte« 
aaeignMl  there  la  xero,  and  the  item  haa  no  DIFM,  Due-In,  MRU,  or  aupply 
point  detail  recorda  assigned  to  It. 

Q23.    An  inquiry. 

q24.    If  the  serviceable  balance  is  not  tero  or  If  there  is  a  DIFM, 
Due-In,   WRM,  or  aupply  point  detail  record  for  the  Itea  , 

Q25.    The  location  change  fonMt  has  a  warehouse  locatlco  in  CC  31-41. 
The  location  delete  foriMit  haa  only  an  asterisk  in  CC  41. 


Q21 

4      Prepare  PCS 


2       Prepare  nssr  bin  label 


Q26. 

 5_  Screen  Dally  DocuMnt  Register   3_  Destroy  bin  label 

2  Prepare  PCS  input  4  Update  Stock  Nu^er  Directory 

1  Process  inquiry 


Q27.    The  PCS  deletes  only  the  warehouse  location, while  the  FID  deletes 
the  entire  item  record. 

Q28.    Storage  and  Issue  personnel  should  go  to  all  the  locations  involved 
to  make  sure  the  changes  have  been  made.    The  Stock  Nurfjer  Directory  should 
also  be  checked  to  make  sure  it  is  up-to-date. 

Q29.     They  must  check  the  location  to  make  sure  it  does  not  contain 

the  item;  then  remove  the  bin  label  and  update  the  Stock  Nuaber  Directory. 
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Supply  Training  Btaivch 

Loirry  Air  Force  B4««i  Colorado 


WB  G3AfiR64531  000 
August  1179 


STOCK  LOCATOR  SYSTEM 


These  vorkbook  exercises  will  help  prepare  you  for  the  practical 
application  block  of  this  course.    Each  problea  is  related  to 
one  of  your  lesson  objectives,  and  for  this  reason  has  several  parta. 
Be  sure  to  ask  your  instructor  for  help  as  needed.    A  key  to  all 
of  the  problems  is  available  at  the  instructor  station. 


Problea  One: 

You  work  in  the  Storage  and  Issue  Section  and  have  received  the 
manageaent  notice  on  the  following  page.    Take  the  follc3Pwing  actions: 

la.  Assign  warehouse  location  01A003C004  and  annotate  the  DD  Form  1348-1. 
lb.     Create  a  bin  label. 

Ic.    Prepare  an  FCS  input  for  this  addition.    Use  the  format  in  your 
text  and  a  blank  AF  Form  1991. 

Id.    Annotate  the  Stock  Number  Directory  on  page  6  of  this  vorkbook. 

le.     Indicate  if  this  change  is  reflected  in  the  Daily  Document  Register 
on  page  7  of  this  workbook. 


Now  return  to  pa^e  21  in  the  text. 


Supersedes  WB  002-03-O^i-Ol  dated  March  1978. 


002-03-OA-OlWB 


If 


 .      .  i  1  1   J  1  i 


oeeiuseeeBcccccccccccccc:Q:3:s 


JI3A6  MGT  PROCESSED  8(J4! 


^•4  Ml  ...I 


I^IP  TO 


W*56  STOCK  ASGN  WHSE    -DC      !  TOEI  113^  XD2 


TOTAi.  Cutt 


Mft^C^  (O  AMO  OAT( 


cs   

OAtf    SH1»#C  0 


I 


  i--v'<o  INSTRUCTIONAL  TUK^OSES  ONLY 


9  ^:  4 


ERIC 


FrobleM  Tvo: 

You  work  in  the  Storage  and  Issue  Section  and  have  received  a  bin  notice 
and  accoapaaylng  property.    When  you  take  the  property  to  the  Ipcetioo 
indicated,  Koirever,  it  ie  obvloxie  to  you  that  the  bin  slsply  is  not 
large  enoo^  to  hold  all  the  property.    Your  reaction,  of  course,  is  to 
change  the  location.    The  old  bin  label  is  printed  below,  and  there 
le  a  blank  one  beneath  it.    Take  the  following  actiones 

2a.    Create  a  nev  bin  label  for  the  ne«r  location  01A002D010«    Use  the 

information  from  the  old  bin  label. 

2b.    Prepare  an  PCS  input  for  this  change  using  the  format  in  your 
text  and  a  blank  AF  Form  1991. 

2c.    Annotate  the  Stock  Number  Directory  on  page  6  of  this  workbook 
to  reflect  this  change. 

2d.    Destroy  the  old  bin  label. 

2e.  Indicate  if  this  change  is  reflected  In  the  Daily  Documnt  Register 
on  page  7  of  this  workbook. 


2  a- 


Now  return  to  page  24  in  the  text. 
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Problem  Three: 

You  have  found  an  empty  bin  in  your  warehouse  that  Is  identified  with 
the  label  shown  below,    After  processing  an  incjulry  you  have  found  that 
the  serviceable  balance  of  the  Item  is  zero  and  that  there  are  no  detail 
records  linked  to  the  item  record.    This  Indicates  that  you  should 
delete  this  warehouse  location*    Take  the  following  actions: 

3a.     Prepare  an  FCS  input  to  delete  the  warehouse  location  using  the 
format  in  the  text  and  a  blank  AF  Form  1991. 

3b,    Destroy  the  old  bin  label. 

3c,    Annotate  the  Stock  Number  Directory  on  page  6  of  this  workbook 
to  show  this  change. 

3d.  Indicate  if  this  change  is  reflected  in  the  Daily  Document  Register 
on  page  7  of  this  workbook. 


3b. 


91A  992Z  995 


PANEL  ASSY,  FORWARD 


1569  99^^07  56e^BK 


U 


£A 


XD2 


9 


90095 


Now  return  to  page  30  in  the  text. 
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Problon  Fouri 


You  are  in  the  process  of  screening  the  FID  portion  of  the  Daily 
Document  Register  on  page  7  of  this  workbook. 

4a«    You  have  checked  the  location  of  item  53^5pppi232A4  and 

found  the  location  eapty.    Correctly  annotate  the  Stock  Number  Directory 

on  page  6  of  this  workbook  to  show  this. 

4b,    You  have  checked  the  location  of  item  S3^Spftl342P7  and  found 
two  of  the  items  in  the  bin.    For  this  reason  you  have  to  request  a 
special  inventory.    Correctly  annotate  the  Stock  Runber  Directory 
on  page  6  of  this  workbook. 


Remember,  5r€u  should  check  your  work  on  these  problems  against  the 
Key  at  the  instructor  station. 
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Key  to  Workbook  Problems 


August  1978 


Probl«a  One: 
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Ic. 


Id,  See  p«ge  5  of  this  key. 
le.    See  p«ge  6  of  this  key. 

Problem  Two: 
2a. 
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2c.  See  page  5  of  ti.is  key. 
2d. 


liG9  ggoa?  O101DK  -ftA- 

2e.    See  page  6  of  this  key. 


3a. 
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3b. 


weoR  A00¥|  mooui  »• 


3c.  See  page  5  of  this  key. 
3d.    See  p*ge  6  of  this  key. 


Problem  Four: 

4«.  See  p*ge  5  of  this  key. 
4b.    See  page  5  of  this  key. 
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le.  Thl9  change  1m  reflected  in  the  Daily  Document  Register* 
2e.  Thii  chuage  !•  reflected  In  the  Dally  DocuMnt  Register. 
3d,    Thii  change  is  reflected  in  the  Daily  Document  Register. 
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stcx:k  change  documents 


August  1978 


LOWBY  TECHNICAL  TRAINING  CEKTER 
3^40th  Technical  Training  Group 
Lo\/ry  Air  Force  Base,  Colorado 


Study  Guides  (SGs),  Workbooks  (WBs).  Study  Guide  and  Workbook  (SH), 
Prograrrmed  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  nx)st  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  wil    aid  you  in  understanding  and 
retaining  key  points  covered  in  maten  ^  you  have  studied. 
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Supply  Training  BrancK 

Lamry  Air  Force  Base,  Colorado 


PT  G3ABR64531  000 
August  1978 


STOCK  CHANGE  DOCUMENTS 


SCOPE 


By  noif  you  have  a  fairly  good  understanding  of  how  the  Air  Force 
storage  system  vorka .    You  know  about  the  type  of  facilities  used, 
various  storage  principles »  how  locations  are  Identified^  and  how 
the  stock  locator  system  vorks.    In  this  lesson  we  are  going  to  examine 
another  Important  aspect  of  storage  operations  —  how  they  adjust 
to  stock  changes. 

With  so  many  different  Items  In  Base  Supply  Inventories,  It  Is 
only  natural  to  expect  that  changes  will  occur.    Changes  may  Include 
the  stock  nuB^er  of  an  Item,  Its  unit  of  Issue  or  unit  price,  Its 
condition,  or  even  Its  Identity.    You  will  learn  how  to  make 
warehouse  adjustments  for  each  of  these. 

OBJECTIVES 

1.  Process  an  Indicative  data  change  . 

2.  Process  a  unit  of  Issue/unit  price  change  . 

3.  Process  an  Identity  change  • 

4.  Process  a  condition  change* 


DIRECTIONS 

To  complete  this  lesson  you  will  need  this  text,  a  sheet  of  scratch 
paper,   the  workbook,  and  AIS  Module  Test  Form  #3.    You  will  find  embedded 
questions  throughout  the  text.    Write  short  responses  to  them  on  the 
sheet  of  scratch  paper.    You  may  check  your  work  against  the  key,  which 
is  available  at  the  Instructor  station.     Complete  the  workbook  as 
directed  In  the  lesson. 


Supersedes  PT  002-03-05-01  dated  March  1978. 


ERLC 


297 

002-03-05-01 


Km  we  mentioned  before,  It  sometimes  happena  that  changes  occur 
which  affect  Itema  atored  In  the  Base  Supply  warehouses.    One  iuch 
change  is  an  Indicative  data  change.    This  Is  a  new  term  for  you,  so 
let's  discuss  It. 


The  indicative  data  of  an  Item  Includes  the  stock  nunber,  system 
designator,  and  ERRC  designator.     If  any  one  of  these  changes  for 
any  reason,  It  Is  called  an  Indicative  data  change. 

Why  would  this  happen?    Let's  look  at  an  example.    Suppose  the  Air 
Force  uses  two  kinds  of  fuel  control  valves,  one  made  by  Boeing  and  one 
made  by  McDonnell  Douglas.    Both  of  these  are  used  on  the  F4C  aircraft. 
However,  they  are  the  same  Item  and  they  have  different  stock  numbers. 
If  they  both  serve  the  sanie  purpose,  why  not  consolidate  the  stock 
nuiri>ers.    This  would  be  more  efficient  because  it  would  save  space 
both  in  the  warehouse  and  in  the  computer. 


You,  as  a  Materiel  Facilities  Specialist,  are  not  responsible 
for  initiating  (or  starting)  this  type  of  change.    Normally  It  will  be 
accomplished  through  the  Stock  Number  User  Directory  (SNUD)  update 
program.     (This  Is  an  automatic  computer  program  operated  at  coimnand 
level    that  produces  computer  cards  that  may  be  used  at  base  level  to 
update  Internal  records.)     The  File  Maintenance  Unit  of  Base  Supply  may 
also  initiate  this  type  of  change. 

Regardless  of  why  or  where  the  change  Is  initiated,  certain  actions 
must  be  taken  in  the  warehouse,  and  these  are  your  responsibility. 
First  of  all,  how  do  you  know  when  one  of  these  changes  has  taken  place? 
An  output  notice  will  be  forwarded  to  the  Storage  and  Issue  Section 
that  tells  you  so.     Let's  see  what  an  Indicative  data  change  output 
notice  looks  like.     Take  a  few  minutes  to  examine  the  one  on  the 
following  page. 
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The  top  line  of  print  is  called  the  input  image  (in  other  words,  it 
is  the  same  as  the  input).     Two  card  columns  on  this  line  that  may 
contain  important  information  are  CC  79  and  80.     CC  79  is  the  ohelf  life 
code,  and  CC  80  is  the  issue  exception  code  (lEX) .     Why  are  they  im- 
portant?   You  should  know  the  shelf  life  code  assigned  to  the  combined 
NSN  so  you  can  be  sure  it  is  accurately  reflected  on  the  bin  label.  An 
entry  in  CC  80  indicates  that  there  is  an  issue  exception  on  the  combined 
NSN.     This  is  important  to  you  if   the  entry  is  an  8  or  a  9 ,  which  means 
that  the  item  may  pose  a  health  hazard.     If  such  is  the  case,    the  item 
can  be  dangerous,  and  you  should  carefully  follow  all  of  the  safety 
precautions  printed  on  the  item's  label.     Obviously,   in  the  document  above, 
there  is  no  entry  in  CC80,  so  there  is  no  health  hazard. 

Block  A  of  the  output  document  contains  the  old  NSN,  and  block  B 
shows  the  new  NSN.     Block  F  shows  both  the  old  and  the  new  warehouse 
locations.     Take  a  look  at  blocks  R  and  S.     Block  R  shows  the  new 
balance  on  hand  (2)  or  the  ''ending  balance"  (in  other  words,   the  quantity 
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on  hand  after  the  NSNa  are  combined).  Block  S  Indlcatea  the  balance  in 
the  old  location  before  combining  the  NSNs,  and  iB  called  the  beginning 
balance. 

What  has  this  document  told  you?    That  a  quantity  of  one  of  lte» 
156W04321813NE,  stored  in  location  17B0?I9UI?4,  is  being  combined  with 
NSN  15600M21126ONE    and  will  be  stored  in  location  17BW7A048.  The 
new  balance  is  two. 

Now  that  you  kncTw  what  type  of  information  the  output  notice  contains, 
what  should  you,  as  the  Storage  and  Issue  clerk,  do  with  it?  Since 
the  output  notice  indicates  that  two  stock  numbers  have  been  coiabined, 
you  should  go  to  the  old  location,  remove  the  property,  and  destroy 
the  old  bin  label.    Then  the  property  should  be  taken  to  the  new  location 
and  placed  there.    At  this  time  you  will  want  to  check  the  bin  label 
to  make  sure  that  it  is  accurate.    What  if  the  shelf  life  code  isn't  the 
same  on  the  bin  label  as  it  is  on  the  output  docuiaent?    You  must  bring 
that  to  the  attention  of  the  Inspection  Section.     Since  the  indicative 
data  change  we  have  been  discussing  has  been  a  case  of  combining  stock 
nuirf>ers,   the  bin  label  should  be  correct.    However,  if  the  change  had 
been  An  ERRC  designator  or  system  designator  change,  you  would  not  have 
to  move  the  property,  but  would  have  to  correct  the  bin  label. 

What  next?    Well,  since  the  internal  records  have  already  been 
updated  (the  output  notice  is  proof  of  this),  now  you  must  update  the 
external  records.    You   should  be  able  to  figure  out  what  this  means. 
The  Stock  Number  Directory  must  be  updated,  of  course.    The  figure 
below  shows  how  the  change^caused  by  the  output  notice  we  have  discussed^ 
should  be  annotated.    Notice  that  the  entire  NSN  entry  is  lined  through. 
(This  is  the  same  as  the  change  for  an  FID  transaction  which  you  learned 
about  in  the  last  lesson.) 
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Oace  you  hjive  updated  the  Stock  Nuaber  Directory,  your  next  taek  ie 
to  Initial  and  date  block  9  of  the  output  notice.    In  thla  vay  you 
Indicate  that  all  of  the  actions  required  of  Storage  and  leeue  pereoonel 
have  been  taken.    This  entry  has  been  made  on  the  output  notice  ehown 
below. 


oooQOMoacaEEsc:BC&EBCi:i:cccc:ccci!cccccc:c:E 


1560000211 26e» 


Nov  the  original  and  one  copy  of  the  output  notice  should  be 
forwarded  to  the  Inspection  Section.    What  happens  to  the  remaining  two 
copies  of  the  W  Form  1348-1?    That  is  a  matter  determined  by  local 
policy.     On  some  bases,  one  of  the  copies  is  kept  in  the  Warehouse 
Document  File*     Tnis  is  a  file  of  receiving  and  stock  change  documents 
that  is  used,  primarily  during  ^ -.ventor ies ,  to  research  discrepancies. 
In  some  cases  there  is  a  different  file  for  each  stockroom  in  the 
warehouse . 
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Non  let*s  ditcuas  the  reapoasibilitieQ  of  the  inspector  when  he 
receives  the  original  and  a  copy  of  the  indicative  data  change  output 
notice. 


Firsts  he  should  go  to  the  location  indicated  on  the  docuMnt  and 
correct  the  labels  attached  to  the  affected  itemCs).    This  aakes 
sense  if  you  think  about  it.    If  an  item^s  stock  nuaober,  ERKC  designator » 
or  system  designator  has  been  changed,  the  label  on  the  item  must  be 
:orrected  accordingly.    Only  the  inspector  can  do  this.    In  the  case 
we  have  been  discussingi  the  inspector  should  go  to  locatioci 
17B097A948,  select  the  item  labeled  as  NSN  1560004321813NE, 
and  change  the  NSN  to  15699902 112 60NE.  At  the  same  time,  if  there  is 
an  error  in  the  shelf  life  code,  he  will  investigate. 


Once  this  has  been  accomplished,  the  inspector  initials/stamps 
and  datei block  8  of  the  output  notice.    Again,  this  indicates  that 
he  has  taken  the  required  actions.    This  entry  is  shown  on  the 
form  below. 
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The  final  ttep  for  the  Jjiepector  is  to  forward  the  original  copy 
of  the  output  notice  to  the  Docuaent  Control  Section,    He  may  keep 
the  other  copy  in  a  euapenae  file  depending  on  local  policy. 

That'e  all  there  ia  to  processing  an  indicative  daU  change 
document.    Review  what  you  have  learned  by  completing  the  follwing 
exerciae. 


You  work  in  the  Storage  and  Issue  Section  and  have  Just  received  the 
following  output  notice.    Take  a  f c minutes  to  look  it  over.  Then 
answer  the  following  questibas. 
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Ql.    Wh.t  1.  the  TRIC  for  thi.  indic.tlve  dat.  ch«ge? 
Q2.    Wh*t  w..  changed  by  thla  tr«vs.ctlon? 

K-i-nr-     What  wa.i  the  old  balance? 
Q3.    What  la  the  new  balance,    wnac  wa. 

should  be  moved  to  location 


Q4.    NSN  item   

u    4„  th»  Stock  NuBfcer  Directory  to  reflect 
Q5.    What  entry  ahould  you  make  in  the  Stock  Numo 

this  change? 
output  notice? 

Q7     What  i.  a  warehouse  Document  File  and  when  i.  it  used? 

^.    Whan  an  indicative  data  change  is  made  to  an  item,  v^t  actic« 

will  the  inapector  take  with  the  item? 

Q9     What  «.try  will  the  inapector  make  on  the  output  notice? 
,.0.  Whar.  doe.  the  inapector  forward  the  original  output  notice? 
Now  complete  problem  one  in  the  workbook. 

so  far  you  have  learned 
Facilitie.  specialist.  ,f  ^^'ge       "the  unit  of  i..u./unit 

Now  let',  di.cua.  a  second  type  of  change 
price  change. 

^.3  type  of  Change  is  --^1^^^ th-a^re^f^r^^  ^"^^  ^  "  ^ 
issue  assigned  to  an  item  J'  Jft  ..Ts^easier  to  issue  a  particular 

convenience.    Someone         ^^"'^^^^Tdividually  (ea) .  or  by  the 
Item  by  the  pair  (pr)  rather  Jhan  ind  J^^^^^  ^^^^  f 

l^X"^  l^^^^nJ^s.  Change.    Inflation  also  has 

,  h.nd  In  changlnj  *.  unit  price. 

t„ia.tin. .  unit  »'/"-^->i:,rirci::rd  uZ\^o.^  *. 

r..pon.lblllt,.    It  1.  •  J"i'irt."nc.  5nlt.    What  you  iS.  ^ 
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Juat  aa  vaa  the  case  with  an  indicative  data  change,  Storage 
and  Issue  personnel  are  notified  of  a  luiit  of  laaue/unit  price  change 
through  a  change  notice  such  aa  the  one  shown  below.    Take  a  few 
minutes  to  look  it  over. 
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The  first  line  printed  on  the  form  is  the  input  image.  Notice 
that  the  TRIG  for  this  type  of  change  is  FCU,     The  new  unit  price  is 
shown  in  CC  73-80  on  this  line* 


The  second  line  of  print  Indicates  first  the  old  unit  of  issue 
(EA)  and  then  the  new  unit  of  issue  (BX) . 


The  first  entry  on  the  third  line  of  print  is  the  warehouse 
location  (17D115D|)02).     The  last  two  entries  on  this  line  show  the 
new  quantity  (WOWD  and  the  old  quantity  {999912), 
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What  does  this  document  tell  you?    That  the  unit  of  Isaue  of  item 
5305090953625    haa  been  changed  from  EA  to  BX,  that  there  were  12  of  the 
item  on  hand  but  because  they  will  now  be  issued  by  the  box»  the  quantity 
is  one,  and  that  the  unit  price  is  now  $5.95.    Furthermore,  the 
document  tells  you  that  the  itema  are  stored  in  warehouse  location 
17D113D002. 


As  the  Storage  and  Issue  clerk,  what  is  your  response  to  this 
docuaent?    Much  the  same  as  it  was  for  the  FIC  change  document  we 
discussed  earlier  in  this  lesson. 


The  first  step  is  to  go  to  the  location  indicated  on  the  docuaent 
and  make  the  necessary  changes  to  the  bin  label.     The  figure  belcw 
ahows  how  the  bin  label  should  be  corrected  to  reflect  the  change. 


1      5305  90095  3625 

01        ^  XB3 

00015  1 

1  17D115D002 

U  0 

1  SCREW 

Now  you  should  update  the  Stock  Number  Directory.     After  all,  the 
internal  recorda  have  already  been  changed,  so  now  you  want  to  be  aure 
that  the  external  records  are  accurate.     The  figure  belcw  shews  how  the 
directory  should  be  annotated  to  reflect  the   changes  we  have  discussed. 
Notice  that  the  old  unit  of  issue  and  unit  price  have  been  crossed  out 
and  the  new  information  has  been  written  above. 
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Once  the  directory  h*a  been  updated,  you  are  ready  to  document  the 
fact  that  you  have  taken  the  neceaaary  actiona.    To  do  ao,  alxply 
initial  and  date  block  9  of  the  output  notice.    Then  forward  the 
original  and  one  copy  to  the  Inapection  Section,    Again,  the  diatribution 
of  the  remaining  copies  is  a  matter  of  local  policy,  but  on  some 
^aaea  one  of  them  la  placed  in  a  Warehouse  Document  File, 

When  the  inspector  receives  the  output  notice,  he  should  go 
to  the  location  indicated  on  the  document  becaxiae  it  is  hia  reaponaibllity 
to  change  the  labels  or  tags  attached  to  the  property. 

Onoe  this  has  been  done,  he  is  ready  to  make  his  entry  on  the 
output  document.    Again,  he  initials/stamps  and  dates  block  8.    When  this 
has  been  done,  he  should  forward  the  original  to  the  Document  Control 
Section.    The  remaining  copy  may  be  placed  in  a  Suspense  file  when 
required  by  local  policy. 

That's  all  there  la  to  processing  a  unit  of  issue/unit  price 
change.  Review  what  you  have  learned  by  completing  the  following 
exercise. 


The  jitorage  and  Issue  Section  has  just  received  the  output  notice 
on  the  following  page.    Take  a  few  minutes  to  look    it  over.  Then 
answer  the  questions  that  follow. 
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Qll.    What  iB  the  TRIG  for  this  change? 

Q12.     What  change  does  thia  notice  indicate  has  taken  place? 

Q13.     What  was  the  old  unit  of  issue?    What  is  the  new  one? 

QIA.     What  is  the  new  unit  price? 

Q15.    What  is  the  new  balance  (quantity)? 

Q16.    Where  are  the  items  stored? 

Q17.  What  entry  should  you  make  in  the  Stock  Number  Directory  to  reflect 
thia  change? 

Q18.     What  action  will  you  take  with  the  bin  label? 

Q19.    What  entry  will  you,  as  the  Storage  and  Issue  clerk,  make  on  the 
output  notice? 

Q20.    What  entry  will  the  inspector  make? 

Q21.    Where  is  the  original  of  the  output  notice  forwarded? 
Now  complete  problem  two  in  the  workbook. 
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So  far  we  have  ulscuased  two  types  of  changes  that  are  Initiated 
by  either  the  File  Maintenance  Unit  or  SNUD  update.    Now  let's 
take  a  look  at  changes  which  are  initiated  by  Materiel  Facilities 
Specialists. 


The  first  of  these  is  an  item  identity  change.    You're  probably 
wondering  why  you  would  ever  want  to  change  the  identity  of  an  item. 
Normally  it  happens  when  an  item  has  been  misidentif ied.    Let's  look 
at  an  exanple.    The  Receiving  Section  has  sent  you  an  aircraft  wing 
for  storage.    You,  as  the  warehouseman,  take  the  wing  to  the  location 
Indicated  and  find  an  aircraft  tail  in  that  location.    To  make  matters 
worse,  the  tail  has  the  same  NSN  as  the  wing.    Obviously,  something 
is  wrong.    This  is  a  case  of  mistaken  identity.    You  should  place 
the  wing  in  a  holding  area  and  notify  the  Inspection  Section. 


The  first  step  the  Inspector  takes  in  a  case  such  as  this  is  to 
process  an  inquiry  on  the  NSN  to  determine  the  item  record  balance  and 
the  due  in  from  maintenance  (DIFM)  balance  and  document  number.  He 
will  use  this  information  to  help  him  determine  which  item  has  been 
misidentif ied  and  what  its  correct  identity  is. 


Then  the  inspector  will  retag    the  misidentif  ied  item  and  prepare 
and  input  an  AF  Form  1991  to  make  the  identity  change.    As  a  three  leve 
Materiel  Facilities  Specialist,  you  won't  be  assigned  to  the  Inspection 
Section,  so  you  won't  be  responsible  for  this  input.    However,  you 
will  be  working  with  the  resulting  output,  and  it  is  a  little  easier  to 
understand  if  you  know  what  was  first  processed.     So  let's  take  a 
quick  look  at  the  1991  the  inspector  prepares  to  change  the  identity 
of  an  item.     Take  a  few  minutes  to  look  over  the  figure  on  the 
following  page. 
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The  TRIG  in  CC  1-3  of  this  AF  Form  1991  iB  FCH.     It  is  followed 
by  a  docuitent  number  (CC  4-17).  and  then  the  old  or  incorrect  stock 
nuafcer  (CC  18-32).    This  is  followed  by  the  syBtem  designator,  and 
CC  37-42  contain  the  quartity  assigned  to  the  Incorrect  stock  nujaber* 
The  new  stock  nuiAer  (tht.  correct  one)  is  entered  in  CC  53-67  and  the 
new  quantity  is  in  CC  68-75. 

When  the  1991  is  completed,  one  copy  is  filed  in  suapense  in  the 
Inspection  Section  and  the  other  is  forwarded  for  input.    What  do  you 
suppose  the  output  is?    An  identity  change  document,  of  course.    It  is 
shown  below. 


»NE 


wm 


INSPECTOR  8162P01(  .  TIME  134p»4p 


•  I 
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Here  again,  as  you  can  see,  the  first  line  of  print  is  the  Input 
image.    The  rest  of  the  document  is  eas>  to  interpret  because,  on  each 
line  of  print,  the  change  from  (or  incorrect)  information  is  printed 
first,  and  the  change  to  (or  correct)  information  is  printed  second. 
For  example,  line  2  first  shows  the  change  from  NSN,  system  designator, 
and  quantity,  and  then  lists  the  change  to  NSN,  system  designator, and 
quantity.    The  extended  cost  of  the  item  is  also  given  on  this  line.  The 
rest  of  the  information  on  the  document  is  clearly  labeled. 

The  identity  change  output  notice  is  forwarded  to  you,  the  Storage 
and  Issue  clerk.    Now  you  know  where  to  place  the  item  that  has  been 
misidentified.      Sometimes,  if  the  item  is  new  to  Base  Supply,  you  may 
have  to  assign  a  location  at  this  point.     If  so,  just  follow  the  warehouse 
location  change  (addition)  procedures  you  learned  in  the  last  lesson. 

When  you  place  the  item  in  its  correct  location,  as  always,  you 
should  compare  the  information  on  the  output  notice  with  that  on  the 
bin  label  and  on  the  tag  or  label  attached  to  the  item.    In  other  words, 
you  want  to  make  sure  that  the  NSN,  system  designator,  nomenclature, 
cost,  etc.  match. 

Now  you  are  ready  to  sign  and  date  block  9  of  the  output  notice  and 
forward  the  original  and  one  copy  to  the  Inspection  Section.    One  of  the 
remaining  copies  may  be  placed  in  a  Warehouse  Document  File.  (Notice 
that  for  an  FCH  output,  your  entry  on  the  document  has  changed  slightly. 
Instead  of  putting  your  initials  and  the  date  in  block  9,  you  are  signing 
there.    This  is  just  one  of  the  quirks  of  the  supply  system  that  you 
will  have  to  memorize.) 

When  the  inspector  receives  the  original  and  one  other  copy  of  the 
output  notice, DD  Form  1348-1,  he  should  destroy  the  suspense  copy  AF  Form 
1991  of  the  input,  because  he  is  now  sure  that  the  change  has  been  made. 
He  will  then  siRn/ stamp  and  date  block  8  of  the  original  copy  and 
annotate  the  reason  for  the  identity  change  in  blocks  DD  and  EE.  Then 
the  original  is  forwarded  to  Document  Control  and  the  other  copy  is 
filed  as  determined  by  local  policy. 
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That  coaplates  the  procedures  for  proceealng  an  identity  change. 
Raviav  what  you  have  learned  by  completing  the  following  exercise. 


You,  as  the  Storage  and  Issue  clerk,  have  Just  received  the 
output  notice  shoim  below.    Take  a  few  minutes  to  look  it  over. 
Then  snswer  the  questions  that  follow. 
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FOR  INSTRUCTIONAL  PURPOSES  ONLY 


Q22.  What  is  the  TRIG  of  this  transaction? 

Q23.  What  is  the  correct  (to)  NSN  of  the  item? 

Q24.  What  is  the  Incorrect  (from)  location  of  the  item? 

Q25,  What  Is  the  correct  (to)  nomenclature  of  the  Item? 

Q26.  Wss  the  ERRCD  changed  by  this  transaction? 
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Q27.    Uho  prepares  the  input  to  change  the  identity  of  an  itas? 

Q28.    What  entry  will  you  make  on  the  output  notice? 

Q29.    What  entry (lea)  will  the  inspector  make  on  the  output  notice? 

Q30.    Where  is  the  original  of  the  output  notice  forwarded? 

Nov  covplete  problem  three  in  the  workbook. 

The  final  type  of  stock  change  we  are  going  to  discuss  in  this  lesson 
is  a  condition  change.    Juat  as  was  the  case  with  the  FGH  Identity 
change,  a  condition  change  is  also  initiated  by  Materiel  Facilities 
Specialists. 

Exactly  what  do  we  mean  by  a  condition  change?    If  you  think 
about  it,  it's  fairly  obvious.     If  the  condition  of  an  item  changes, 
adjustments  must  be  made.    For  example »  if  you  work  in  the  Storage 
and  Issue  Section  and  find  an  item  in  storage  that  is  no  longer 
serviceable  (for  example^  a  battery  with  a  broken  terminal),  you 
can't  Just  ignore  it.    After  all,  if  the  item  is  no  longer  serviceable, 
it  can*t  be  used  and  is  wasting  valuable  space. 

What  should  you  do  when  this  happens?    Notify  the  Inspection 
Section.    You  don't  have  the  authority  to  determine  the  serviceability 
of  an  item.     That  is  the  inspector's  Job. 

Once  the  inspector  has  been  notified,  he  will  examine  the  property. 
If  he  determines  that  it  is,  indeed,  unserviceable,  he  will  retag 
it  and  prepare  the  appropriate  change  input. 

Although  you  won't  be  responsible  for  filling  out  one  of  these 
Inputs,  it's  a  good  idea  for  you  to  be  familiar  with  what  they  contain. 
Take  a  few  minutes  to  study  the  AF  Form  1991  on  the  following  page.  It 
has  been  prepared  to  change  the  recorded  condition  of  NSN  156MW206315NE. 
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Ab  you  can  see,   the  TRIG  for  this  change  ia  FCC.     This  is 
followed  by  the  docuinent  nunber  (CC  4-17),  the  NSN  (CC  18-32). 
the  syotea  designator  (CC  33-3A) ,  and  the  unit  of  issue  (CC  35-36). 
Card  colum  60  contains  the  previous  condition  code  (in  this  case 
A  for  oarviceable) ,  and  CC  61  contains  the  new  condition  code  (F  for 
unoorvicaable) .     The  quantity  of  items  with  a  changed  condition 
is  Indicated  in  CC  62-66. 


The  FCC  is  prepared  in  two  copies.     One  is  used  for  input;  the 
second  is  maintained  in  a  suspense  file.     The  result  of  the  input  is, 
naturally,  a  condition  change  output  notice.     Let's  see  what  this 
document  looks  like.     Take  a  few  minutes  to  examine  the  one  on  the 
next  page. 
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The  firct  li.ie  of  prmc,  of  course,   is  the  inpui  iitujp,e.     In  the 
middle  of  the  form,   just  below  this  U  ne ,   is  a  very  ijnporlant  mtry. 
It  is  the  unserviceablg  dgtail  document  number .     Yj^ll    be  usinp,  it. 
later,   so  taJ^e  note  of  where   it   is  fcKjnd.     The  other  (MUnos  on  the  fonn 
show  the  action  quantity  affected  bv  the  chanp,e,   tho  mi-^crvi  rcible   i  rejn 
balance,  and  the   serviceable  warehouse  loration. 


The  output   notice,   along  with  the  un^ervircabh^   i  t  rni ,   will  b(^ 
forwarded  to  Storage  and  Issue.     What  .icl  i  on  shouhl   von   t  ike?  Iirsl, 
take  the   item  to  the  unserviceable  hold  arra   in  the  w.irchouse.  (Most 
warehouses  have   an  area  set  aside  for  unserviceable   Lt'jms.)     At  this 
rime  yaj  will  enter   the  unserviceable    location  you   assign  t.  o  \  he  i  t  rin 
in  block   F.     What  do  you   suppose  the  nrxt    slop  is'^     PrfM^^ri       an  FCS. 
This  makes  sense.     Anytime  you  chanp^e   \\\c   location  of    an   itcjn,   ytxi  hav(? 
to  update  the  records.     Otherwise  it.  would  be  hard  to   h.^at^the  item  later. 


There  is  a  slight  difference  with  thi  -   tyi^r  FCS   innut  because  Vf>u  are 
not  changing  the  location  for   thr  entire  N'-N  -  only  for  one  i  Lem  that  is 
unserviceable.     Yol   11  understand  this  better  wher\  /ou   sre  rhe  format  on 
the  next  page.     (See  NOTE  3. 
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First  take  a  look  at  the  entry  for  card  column  30,    It  directs  you 
to  note  3  which  explains  that  when  loading  or  changing  an  unserviceable 
detail  warehouse  location,  CC  30  roust  contain  a  **W."    Also  CC  57-70  must 
contain  the  unserviceable  detail  document  aimber .    This  is  the  nimber  you 
saw  between  lines  one  and  three  on  the  output  notice. 


These  two  additional  entries  on  the  FCS  will  alert  the  computer  that 
you  are  moving  only  one  unserviceable  item  and  do  not  want  to  change 
the  location  for  the  entire  NSN, 


Let*s  take  a  look  at  the  AF  Form  1991  that  you  would  prepare  for  the 
condition  change  we  have  been  discussing. 


CENIRM.  PUItroSE  CREATIIHI 

TO: 

FHON:  j 

I 

4 

• 

• 

7 

• 

t 

10 

1 1 

IS 

14 

It 

It 

17 

It 

It 

SO 

C 

5 

\ 

5 

0 

0 

ip 

3 

\ 

s 

fICMARlU 

ta 

n 

H 

ts 

M 

rt 

m 

It 

to 

11 

ta 

tt 

t4 

tt 

ts 

t7 

ts 

tt 

N 

£ 

\ 

5 

p 

4 

\ 

1 

& 

•> 

M 

W 

M 

•7 

M 

St 

70 

71 

7t 

74 

Tt 

7t 

77 

7S 

7t 

SS 

e 

8 

z 

\ 

You  will  forward  the  original  copy  of  the  AF  Form  1991  for  input  and 
keep  the  second  copy  in  a  suspense  file.     Because  of  the  nature  of  this 
FCS,  you  do  not  need  to  worry  about  updating  the  Stock  Number  Directory 
or  screening  the  Daily  Document  Register.    However,  you  will  screen  the 
R26  Unserviceable  DIFM  Detail  List  each  day  to  clear  your  suspense  file. 
(This  is  nothing  more  than  a  list  of  unserviceable  DIFM  items.) 

Finally  you  must  enter  the  new  location  of  the  item  in  block  F  of  the 
output  notice  and  sign  and  date  block  9.     Then  the  original  and  one  copy 
of  the  notice  should  be  forwarded  to  the  Inspection  Section.    One  of  the 
remaining  output  copies  may  be  placed  in  the  Warehouse  Document  File, 
depending  on  local  policy. 
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How,  what  are  the  inspector's  responsibilities  when  he  receives  the 
outfut  notice?    First,  he  csn  destroy  his  input  suspense  copy(AF  Form  1991). 
The  oi?trwt  docusient, DD  Prom  13A8-1  is  proof  that  the  transaction  has 
processed.    Then,  he  should  ^l^n/ stamp  and  date  block  8  of  the  original 
docuwent  and  annotate  the  reason  for  the  condition  change  In  blocks  DD  and 
EE.    Finally,  the  Inspector  will  send  the  original  to  Document  Control  and 
file  the  other  copy  as  required  by  local  policy. 

That  conpletes  the  process  of  changing  the  recorded  cowlltlon  of  an 
Iten.    Review  what  you  have  learned  by  writing  short  responses  to  the 
following  questions  and  statements. 

Q31.    Who  Initiates  the  action  to  change  the  recorded  cowlltlon  of  an  lt«? 
Q32.    What  Is  the  TRIG  used  for  condition  changes? 

Q33.    Where  does  the  inspector  send  the  unserviceable  item  and  condition 
change  outpJt  notice?    What  happens  to  thero  there? 

What  form  Is  prepared  by  the  warehouseroan  to  reflect  the  new  location 
of  the  Iten?    What  TRIG  code  Is  used? 

Q35.    After  a  new  location  is  assigned  to  the  unserviceable  itm,  what 
entries  are  made  by  the  warehouseman  on  the  condition  change  notice? 

Q36.    What  entry(les)  does       the  inspector  make  on  the  notice? 

Q37.    Where  Is  the  original  notice  forwarded? 

Now  complete  problems  four  and  five  in  the  workbook. 

That  completes  the  lesson  on  stock  change  documents.    When  you  feel 
confident  about  all  of  the  lesson  objectives,  ask  your  instructor  for 
the  lesson  appraisal. 
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STOCK  CHANGE  DOCUMEWTS 
Block  III,  Lesson  5 


Augjst  1978 


Answers  to  Questions  in  the  Text 

Ql.  FIC. 

Q2*    A  stock  number, 
Q3.    2|  1. 

Q4.    15600^279^9BK;  01A^2Ap^ 

Q5.    Line  through  the  old  stock  number. 

Q6,    Initial  and  date  block  9  of  the  notice. 

Q7.  It  is  a  file  of  receiving  and  stock  change  documents  that  is  often 
used  In  researching  inventory  discrepancies* 

Q8.    Make  any  necessary  changes  on  the  label  attached  to  the  item. 
Q9.    Initial/stamp  and  date  block  8. 
QIO.    To  Document  Control  Section. 
Qll.  FCU. 

Q12.    Unit  of  issue  and/or  unit  price. 
Q13.     BX,  EA. 
Q14.    $  .02, 
Q15.  50. 

Q16.  17D0054B001. 

Q17.  Cross  out  the  old  unit  of  issue/unit  price  and  write  the  new  ones 
above  the  old. 

Q18.    Cross  out  the  old  unit  of  issue/unit  price  and  write  the  new 
information  above  the  old. 

Q19.    Initial  and  date  block  9. 
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Q20*  Initial/ stamp  and  date  block  8. 

Q21*  Docuwent  Control  Section. 

Q22.  FCH. 

Q23.  55050##184732NE. 

Q24.  l7Bn5C^#2. 

Q2S.  Paml. 

Q26.  No. 

Q27.  The  Inspector. 

Q28.  Sign  and  date  block  9. 

Q29.  Sign/ stamp  and  date  block     and  state  the  reason  for  the  change 
In  blocks  DD  and  EE. 

Q30.    Document  Control  Sectior.. 

Q31.    The  Inspector. 

Q32.  FCC. 

Q33.    To  the  Storage  and  Issue  Section.    The  item  is  reassigned  to  a 
location  in  the  unserviceable  hold  area  of  the  warehouse.    The  document 
is  signed  and  dated  in  block  9,  the  unserviceable  location  is  entered 
In  block       and  it  is  then  returned  to  the  inspector. 

Q34.    AF  Form  1991.  PCS. 

Q35.    Enter  unserviceable  location  in  block  F  and  sign  and  date  block  9. 

Q36.    Sign/stamp  and  date  block  8,  state  the  reason  for  the  change  in 
blocks  DD  and  EE. 

Q37.    Document  Control  Section. 
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Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


WB  G3ABR64531  000 
August  1978 


STOCK  CHANCE  DOCUMENTS 

Pr-oblem  One  I    The  output  notice  shown  below  has  been  received  in  the 
?    Tage  and  Issue  Section,    Take  the  following  actions  with  itt 

1.  Update  the  Stock  Number  Directory  on  page  2  of  this  workbook  to 
show  this  change . 

2.  Make  the  entry  required  of  the  Storage  and  Issue  clerk  on  the  notice. 

3.  Make  the  entry  required  of  the  inspector  on  the  notice. 
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Now  return  to  page  8  in  the  text, 
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Problem  Tiro:    The  Storage  and  laaue  Section  has  received  the  FCU  output 
notice  ahovn  below.    Take  the  following  actions: 

1.  Correct  the  bin  label  below  the  docuinent! 

2.  Update  the  Stock  Number  Directory  on  page  2  to  show  the  change. 

3.  Make  the  entry  required  of  the  Storage  and  Issue  clerk  on  the  notice, 

4.  Make  the  entry  required  of  the  inspector  on  the  notice. 
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Now  return  to  page  13  In  the  Text, 
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Pr«bl««n»t««:    Th.  Stor.g.  and  Utue  Section  has  Just  received  the 
«Sp»tnotlc«  thoim  b«l»r  fro.  th«  Inspection  Section.    Take  the 
foUovtag  Mtioos: 

1.  MklM  the  «ntry  required  of  the  Storage  and  Issue  clerk  on  the  notice. 

2.  Itoke  the  entries  required  of  the  inspector  on  the  notice. 
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Nov  return  to  page  17  in  the  text. 
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Problem  Four:  The  Storage  end  leeue  Section  hee  received  the  follGwlnt 
coxuiltlon  chenge  output  notice  fro«  the  Inepectlon  Section.  Tek«  theee 
act lone  with  It: 

1.  Aeelgn  the  ite«  to  verehouee  location  17C9l4Dfl(l2  and  enter  thla  on  the 

notice. 

2.  Uae  e  blank  AF  Fom  1991  to  prepare  an  FCS  Input  to  load  the  new 
location  (uae  the  format  on  page  20  In  the  text) . 

3.  Make  the  entry  required  of  the  Storage  end  leeue  clerk  on  the 
output  notice. 

4.  Make  the  entrlee  required  of  the  inspector  on  the  notice. 
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Problem  Five:    Coaplete  the  chart  on  the  following  page  by  entering 
the  correct  Information  in  each  of  the  blank  boxes.    You'll  find  this 
chart  to  be  a  very  helpful  study  tool  for  this  lesson, 

Rens^er»  you  should  check  your  work  on  all  of  these  workbook  exercises 
against  the  key  at  the  instructor  station. 
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STOCK  CMN6E  DOCUNEHTS 
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imJSTRATED  PROGRAMED  TBCT 
002-03-06-02 


Technical  Training 
Materiel  Facilities  Specialist 
Materiel  Handling 


\ 


August  1978 


LOWRY  TECHNICAL  TRAINING  CENTER 
3A40th  Technical  Training  Group 
Lowry  Air  Force  Base,  Colorado 


Study  Guides  (S6s),  Workbooks  (WBs),  Studv  Guide  and  Workbook  (SW). 
Prograimied  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  In  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment In  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch  IFT  G3ABR64531  000 

Lowry  Air  Force  Base,  Colorado  Au»iit  1978 


MATERIEL  HANDLING 

This  lesson  is  designed  to  provide  you  with  Information  aboit  th« 
basic  principles  and  type  of  equipment  used  In  materiel  handling  operatlona. 
Since  materiel  handling  consumes  a  major  part  of  the  mipply  operating 
budget  each  year^  It  is  Important  not  only  for  yoi  to  remember  the  principles 
of  materiel  handling  but  also  to  apply  them  throughout  your  duty  as  a 
Materiel  Facilities  Specialist.    Because  of  the  continuing  dnand  to  reduce 
operating  costs  within  the  Air  Force,  this  lesson  will  explain  ways  to 
improve  efficiency  of  materiel  handling  while  eliminating  unnecessary  cost. 
For  simplification^  this  lesson  Is  divided  Into  two  parts.    First  we  will 
examine  the  basic  principles  of  materiel  hand lln|^  and  then  we'll  take  a 
look  at  the  various  types  of  materiel  handling  equipment. 


OBJECTIVE 

(1)    Identify  the  basic  principles  and  types  of  equipment  used 
in  materiel  handling  operations. 


DIRECTIONS 

To  complete  this  lesson  you  will  need  AIS  answer  sheet  #3  and  a 
I)iecG  of  scratch  paper. 


Supersedes  IPT  002-03-06-02  dated  October  1976. 
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I^t's  start  out  by  defining  materiel  handling.    Materiel  handling  is 
thp  movomont  of  equipment  and  supplies  from  one  place  of  operation  to 
arHMln»r  wi  llunil  alitK:UlrM',  it.h  value.    For  ex.imple,  il         were  assigned 
lo  \Uo  Sicir.uv*  and  Tsmuo  Section  and  ytw  roroivod  an  isJVio  document^  yai 
wcMild  remove  tin?  property  Irani  storap.e  and  take  it  to  the  pickup  point 
.so  lhal  the  \\m  could  1)0  delivered.    This  situation  involves  materiel 
haiKllin|>  l)ocauso,  as  a  warehouseman,  you  have  moved  the  property  from 
:,lurar.o  to  lf»c  point  of  delivery.    Althoui^h  materiel  handling  practices 
vary,  the  basic  principles  remain  unchanged. 

Principles  of  materiel  handling  must  be  kept  in  mind  before  you  can 
effectively  operate,  delect,  and  apply  appropriate  materiel  handling 
equipment  (MHE)  on  your  job.    There  are  six  basic  principles  of  materiel 
handling.    Below  is  a  list  of  basic  principles  you  should  remember  and 
apply  to  any  materiel  handling  operation. 

1.  Effective  planning. 

2.  Least  handling  is  the  best  handling. 

3.  The  number  of  pieces  to  be  moved  determines  the  method  of  handling. 

4.  The  rated  capacity  of  equipment  must  never  be  exceeded, 

5.  Straight  line  flow. 

f).  Short,  irregular  moves  lend  themselves  to  manual  handling. 

To  hvlp  y*xj  cain  a  better  understanding  of  each  principle  we  will  discuss 
thnn  separately. 

The  first  principle  is  "planning."    The  most  essential  phase  of  any 
program  is  planning.    Before  an  individual  can  take  action  to  complete 
a  job,  it  is  important  that  he  or  she  plan  a  course  of  action  that  will 
produce  satisfactory  results.    If  you  do  not  take  the  time  to  plan  a 
course  of  action  your  chances  of  being  successful  are  greatly  reduced. 
So  before  you  tackle  a  job,  plan  your  course  of  action  first  and  then 
carry  it  through. 

The  second  principle  is  "least  handling  is  the  best  handling."  The 
greatest  economy  in  moving  materials  is  achieved  in  not  moving  them  at  all. 
Although  this  is  not  practical,  an  attempt  must  be  made  to  keep  handling 
to  a  minimum.    A  common  violation  of  this  principle  is  the  practice  of 
rearranging  warehouse  stocks  just  for  the  sake  of  keeping  everyone  busy. 
The  cost  of  this  type  of  practice  is  staggering  and  should  be  avoided 
unless  absolutely  necessary. 
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The  first  question  to  be  answered  before  selecting  the  method  for 
moving  material  is«    How  many  pieces  are  to  be  moved?    This  question  Is 
based  on  the  third  principle,  "the  number  of  pieces  to  be  moved  deternlnes 
the  method  of  handling."    For  example,  wouldn't  It  be  more  practical  to 
transport  twenty  cases  of  coke  on  a  four-wheel  hand  cart  than  to  manually 
c.irry  one  case  at  a  time? 

Tlie  next  principle  states  that  "the  rated  capacity  of  equlpn»ent  must 
never       exceeded."    Each  piece  of  equipment  used  for  materiel  handling 
.shaild  be  marked  to  identify  Its  lifting  capacity.    Overloading  causes 
.'xccssive  wear  of  equipment  In  addition  to  creating  accident  potential. 
As  a  future  materiel  handling  equiproent  operator,  you  should  refuse  to 
move  any  load  that  exceeds  the  rated  capacity  of  the  e<^^lp^»ent  you  are 
oporatinc. 

The  last  principle  is,  "short.  Irregular  moves  lend  themselves  to 
marual  handling."    Let's  take  the  example  about  the  twenty  cases  of  coke 
a  step  further.    If  you  were  to  move  those  cases  from  one  side  of  a  grocery 
aisle  to  the  other,  wouldn't  It  be  more  logical  to  complete  this  task 
by  hand  rather  than  with  the  aid  of  any  materiel  handling  equipment. 
When  moves  are  short,  irregular  and  individual  lifting  capacities  are  not 
exceeded,  it  may  be  more  economical  to  use  manpower.    If  you  stop  and  think 
,,lKMiL  these  principles  for  a  moment  they  really  do  make  sense  *f« 
t,.  r«nu.nber.    Regardless  of  where  you  work  In  Base  Supply  you  will  be 
..x|.ocied  to  know  and  apply  these  principles  when  involved  In  materiel 
li.itKllinc  of>cratlons. 

Bclorc  wo  discuss  the  various  types  of  materiel  handling  equipment, 
answer  the  following  questions  on  a  sheet  of  scratch  paper.  After 
answerinp;  these  questions  be  sure  to  check  your  work  against  the 
instructor's  answer  key. 

Ql.    When  applying  the  principle,  "the  number  of  pieces  to  be 
moved  determines  the  method  of  handling,"  what  question  is  answered  first. 

Q2.    Which  principle  emphasizes  the  fact  that  handling  operations 
can  be  reduced  by  following  the  most  direct  route  from  one  point  to 
another  7 

Q3.    If  you  attempt  to  lift  5,000  pounds  of  supplies  with  a  forklift, 
that  has  a  capacity  of  h,000  pounds,  which  principle  would  you  be  violating? 
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Now  it's  time  to  consider  the  common  pieces  of  materiel  handling 
equipment  used  by  the  Air  Force.    Materiel  handling  equipment  (MHE)  falls 
into  two  basic  categories  J    powered  and  non-powered. 

Powered  materiels  handling  oquipmont  is  driven  by  either  a  gasoline 
or  an  electric  motor*    This  equii)ment  may  be  operated  in  closed  or  open 
storage  areas*    The  two  most  comn\only  used  powered  materiels  handling 
equipment  are  the  warehouse  tractor  and  forklift. 


Warehouse  Tractor 


Forklift 
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The  forklift  is  used  to  pick  up  and  carry  supplies  a  distance  of  a 
few  feet  or  even  across  the  base.    The  load  is  carried  in  front  of  the 
forklift  on  two  forks  which  are  raised  and  lowered  vertically  by  a 
hydraulic  lift  mechanism.    The  types  and  models  used  have  a  carrying 
capacity  ranging  from  2,000  to  15,000  pounds  and  lifting  heights  of 
from  100  to  210  inches. 


There  are  some  particular 
points  to  remember  about 
operating  forkl?fts. 

(1)    Each  forklift  has  a 
capacity,  or  limit,  in  the 
number  of  pounds  it  can  lift 
safely.    This  capacity  should 
never  be  exceeded.    In  this 
illustration,  the  sergeant 
points  out  that  the  rated 
capacity  of  the  pictured  fork- 
lift  is  4,000  pounds.  This 
means  that  if  you  lifted  more 
than  4,000  lbs,  with  this 
forklift,  the  hydraulic 
lifting  motor  may  be  damaged 
or  the  forklift  may  tip  over. 


(2)    In  going  up  a  ramp,  a 
loaded  forklift  should  be  driven 
forward,  while  going  down  a  ramp 
it  should  be  driven  in  reverse. 
Thus,  the  load  is  kept  on  the 
higher  end  of  the  forklift  which 
allows  the  load  to  lean  safely 
against  the  forklift.  This 
illustration  shows  the  proper 
position  of  a  forklift  when 
proceeding  up  or  down  a  ramp. 
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(3)  The  forks  of  a  traveling  forklift,  whether  carrying  a  load  or 
not,  should  be  raised  just  high  enough  to  avoid  any  obstnactions  on  the 
warehouse  floor.    A  four  inch  clearance  is  considered  sufficient. 


(4)    Before  a  forklift  is  left  unattended,  the  engine  must  be  turned 
off,  the  brake  must  be  set,  and  the  forks  must  be  resting  on  the  floor. 


The  trailers  used  as  part  of 
the  tractor-trailer  train  are 
load-carrying  platforms  mounted 
on  casters  or  wheels.  The 
picture  to  your  right  represents 
the  most  commonly  used  type  of 
trailer. 


6 

002-03 


ERIC 


312 


Besides  a  pickup  truck,  the  two  most  widely  used  trucks  are  shown 
in  the  next  two  illustrations  below. 


These  trucks  are  used  only  when  the  volume  and  size  of  the  material 
makes  il  necessary. 
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The  next  category  of  equipment  is  the  most  commonly  used  non-povered 
types.    Below  is  a  list  of  the  various  types  of  non-powered  MHE 
(materiels  handling  equipment)  that  we  will  examine. 


(1) 

Pallet 

(2) 

Stockpicker 

(3) 

Pry  bar 

(O 

Two-wheeled  hand 

truck 

(5) 

Four-wheeled  hand 

truck 

(6) 

Pallet  jack  hand 

truck 

(7) 

Roller  conveyor 

A  pallet  is  a  portable  platform  which  can  hold  different  kinds  of  materials 
and  packages.    The  chief  advantages  of  pallets  are  as  followsi 


A.  Large  units  of  supplies  may  be  handled  at  one  time, 
reducing  handling  time  considerably. 

B.  Manual  handling  is  reduced,  supplies  are  less  subject 
to  damage,  and  safety  is  increased. 

C.  Loartinn  vind  unloading  tractor-trailer  trains  is  easier 
and  quicker^  thus  saving  manpower. 

D.  And  in  storage,  pallets  prevent  supplies  from  being 
placed  directly  on  the  floor  or  ground. 
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The  standard  dimension  of  a  pallet  is  40"  X  48"  (inches)  and  is  usually 
made  of  wood.    Most  pallets  are  flat  txit  some  have  sides  and  tops  for 
special  moving  and  storage. 


The  illustration  to  your 
left  is  an  example  of  the 
standard  flat  pallet • 


Next  is  the  stockpicker 
truck.    It  is  used  between 
storage  units  for  light-weight 
items.    This  is  illustrated  in 
the  picture  to  your  right. 
This  piece  of  equipment  is 
especially  useful  when  selecting 
a  large  amount  of  small  lots. 
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The  pry  bar  is  used  to  line  up  pallets  or  crates  and  sometimes  move 
them  short  distances.    The  typical  pry  bar  used  in  materiel  handling  operations 
is  shown  below. 


To  your  iiimediate  left  is 
shown  how  the  pry  bar  is 
used.    Notice  how  the  wheeled 
end  is  inserted  under  the 
pallet.    Once  the  pry  bar 
is  in  position,  force 
must  be  applied  from  the 
handle.     It  is  important 
to  remember  when  applying 
pressure  on  the  handle 
to  use  both  hands. 
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The  next  category  of  non-powered  equipment  is  known  as  "hand  trucks." 
There  are  three  kinds  of  hand  trucks t    2-wheeled,  4-wheeled,  and  pallet 
jacks.    Remember,  all  hand  trucks  are  PUSHED,  NOT  PULI£Dl 


You've  probably  seen  2-wheeled  hand 
trucks  before •    The  picture  on  your  right 
is  a  typical  2-wheeled  hand  truck.  This 
hand  truck  is  probably  the  most  common 
one  in  operation  today.    The  blade  extends 
at  an  angle  from  the  bottom  of  the  platform 
to  maintain  the  load.    The  platform  may 
consist  of  flat  crossbars,  which  are  used 
to  handle  boxes  or  crates,  or  it  may 
consist  of  curved  crossbars,  which  are 
for  barrels  or  drums. 


The  four-wheeled  hand  truck 
is  used  to  carry  bin  stocks 
and  various  loads  in  operations 
which  involve  short  and  frequent 
stops.    This  truck  may  be 
equipped  with  solid  rubber  tires 
or  steel  wheels.    The  solid 
rubber  tire  type  has  a  capacity 
of  2,500  lbs.  (pounds)  whereas 
the  steel  wheel  type  has  a 
capacity  of  6,000  lbs.  (pounds). 
Look  to  your  left  for  an 
illustration  of  a  4-\^eeled 
hand  truck  that  is  equipped 
with  solid  rubber  tires. 
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The  pallet  jack  works  like  the  hand-operated  hydraulic  jacks  at  your 
neighborhood  garage.    It's  equipped  with  two  forks  (like  those  of  a  forklift) 
which  can  be  raised  up  to  four  (4)  inches  for  moving  pallets  short  distances. 
The  typical  pallet  jack  is  shown  in  the  picture  to  the  left.    Pallet  jacks 
are  used  for  moving  pallets  but  not  stacking',  them. 


The  illustration  below  shows  how  the  pallet  jack  and  pallet  are  used 
together  to  form  an  unbeatable  combination  for  saving  time.     Notice  how  the 
forks  of  the  pallet  jack  are  inserted  into  the  pallet. 
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The  illustration  shows  a  roller  conveyor.    Most  conveyors  are  operated 
by  either  gravity  or  they  are  belt-drivea  as  shown  below.    The  roller  conveyor 
is  used  to  move  supplies  through  the  Receiving  Section  in  a  fixed  line  of 
travel.    Conveyors  are  primarily  used  in  the  Receiving  Section,    The  conveyor 
is  portable  and  can  come  in  straight  or  curved  sections.    The  conveyor  is 
recognized  as  a  cost-saving,  energy-saving,  and  prof it -making  mechanism. 


Now  let's  find  out  what  you 
remember  about  the  types  of  MHE 
we  have  just  covered.  Answer 
the  following  questions  on  a  sheet 
of  scratch  paper. 


Q4.    What  are  the  two  basic 
categories  of  MHE? 

Q5,    On  which  end  of  the 
forklift  should  the  load  be  when 
traveling  up  a  ramp? 

Q6,     Is  a  pallet  jack  con- 
sidered powered  or  non-powered 
equipment? 

Q7.    Which  piece  of  MHE  is 
used  when  selecting  light-weight 
items  from  storage  units? 

Q8,    What  are  the  three  types 
of  hand  trucks'? 


Be  sure  to  check  your  answers  with  the  instructor's  answer  key. 


Next  you  will  be  given  some  typical  materiel  handling  situations* 
Select  the  best  MHE  to  complete  each  task. 
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SITUATION  "A' 


Three  50  lb.  (pound)  generators  on  a  pallet  need  to  be  placed  In  storage. 
Upon  checking  the  location  you  discover  that  the  pallet  must  be  stacked  on 
bin  level  "E."    What's  your  decision?    Write  your  solution  to  this  situation 
on  a  sheet  of  scratch  paper. 

SITUATION  "B'« 

While  surveying  your  storage  area  you  notice  that  a  pallet  loaded  with 
equipment  is  slightly  out-of-line  with  the  boundary  line.    Which  piece  of 
MUE  would  you  select  to  realine  the  pallet?    Use  your  scratch  paper  ^° 
answer  this  situation. 

Check  your  answers  in  the  answer  key  at  the  instructor  station. 

The  selection  and  operation  of  MHE  is  mostly  a  matter  of  cconon  sense. 
The  main  rule  is  to  BE  CARERJL.    Observing  safety  regulations  will  help 
you  spend  a  prosperous  and  accident-free  Air  Force  Career. 

Review  any  portion  of  this  lesson  you  feel  necessary,  and  then  ask 
your  instructor  for  the  lesson  appraisal. 


350 
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STAWOAtO  coveusHecT 


Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


PT  G3ABR64531  000 
August  1978 


INVENTORY  PROCEDURES 


SCOPE 


As  a  Materiel  Facilities  Specialist,  one  of  your  primary 
responsibilities  is  the  care  of  property  stored  in  the  Base  Supply 
warehouse.    You  have  learned  many  of  the  principles  of  storage 
operations  and  how  the  stock  locator  system  works.    But,  of 
course,  mistakes  do  happen  In  Base  Supply.    So,  in  this  lesson, 
you  will  learn  how  inventory  procedures  correct  errors  that  may 
have  occurred  in  property  processing  and  storage  operations. 


The  Inventory  Section  of  the  Supply  Systems  Branch  is 
responsible  for  insuring  that  Base  Supply  computer  records  always 
reflect  accurate  accountability  of  property.    Chances  are  slight 
that  you,  a  64531,  will  be  assigned  to  this  section,  but  the 
full  and  complete  support  of  the  Materiel  Storage  and  Distribution 
Branch  is  necessary  for  accurate  inventories.    Your  duty  is  to 
understand  the  purposes  of  inventories  as  well  as  the  functions 
you  may  perform  in  the  various  processes. 


OBJECTIVES 

1.  Given  the  appropriate  FCS  cards,  bin  labels  and  property  tags, 
validate  warehouse  locations. 

2.  Identify  tasks  performed  by  Storage  and  Issue  personnel  in 
preparing  a  warehouse  for  inventory  and  assisting  in  the  conduct 
of  inventories. 

3.  Given  an  emergency  issue  document,  record  the  necessary  entries 
on  a  recap  sheet. 


DIRECTIONS 

To  connplete  this  lesson  you  will  need  this  text,  a  workbook,  several 
blank  AF  Forms  1991,  and  a  sheet  of  scratch  paper.    You  will  find  em- 
bedded questions  throughout  the  text.    Answer  them  on  the  sheet  of  scratch 
paper.    A  key  to  the  correct  answers  is  available  at  the  instructor  station. 


Supersedes  PT  002-03-07-01  dated  March  1978. 
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You  are  probably  already  familiar  with  the  term  "Inventory."  You 
know  that  once  a  year  all  department  stores  close  for  H  least  half  a 
hi  l^nS'lf  an  Inventory.    Durtng  this  ttme  they  wtll  count 

how  many  Items  they  actually  have  on  hand,  and  then  compare  these 
h?!!!l  their  records  of  what  quantUtes  they  should  have  on 

h^  .rr^JJL''^?'!"  TslH-stock,  but  also. 

now  accurate  their  records  are* 


^  ^4  ^"PP^^  inventory  performs  precisely  the  same  functions     It  will 

Se  b*.Ur';id'?'"K'^'      the  warehouse  (or  o?her  1oc.tt<«TiJ"  ghoit 
the  base),  and  in  what  quantities,  and  then  check  these  figures  aoalnst  the 
Item  records   n  the  UNI  VAC  1050-11.    However,  the  Inventor?  JfAlf 
Force  assets  Is  a  never-endlng  process.    Thli  Is  necessar^fSr  Insuring 
that  computer  records  are  In  constant  agreement  with  available  pfojirjy. 

Some  items  require  more  frequent  inventories  than  others  because  of 
their  classification,  location,  or  requirements.    For  example,  quarterly 
Inventories  are  performed  on  supply  items  which  are  not  located  In 
the  Base  Supply  warehouse.    Semiannual  Inventories  are  conducted  twice 
a  year  on  classified  items  (those  with  a  security  classification  code), 
and  sensitive  items  (those  which  may  be  sold  for  personal  profit). 
Munitions  items  must  also  be  inventoried  semiannually.    Annual  Inventories 
are  conducted  every  year  on  pllferable  type  Items.    Additional  Inventories 
may  be  performed  as  required. 


Besides  varying  in  frequency,  inventories  may  also  vary  in  the 
procedures  followed.    Four  types  are  used  by  the  Air  Force, 

1.  Complete  inventories  are  performed  on  aJJ^  Items  located  within  a 
specific  area  of  the  warehouse, 

2.  Sample  inventories  are  similar  to  complete  inventories  except  that 
only  some  of  the  items  in  the  designated  area  are  inventoried  (a 
percentage  specified  by  the  computer). 

3.  Special  inventories  are  performed,  as  required,  to  correct 
out-of-baTance  conditions  on  single  stock  nunters, 

4'    In-use/in-place  equipment  inventories  are  performed  on  all 
equipment  type  items  on  base,  by  account  custodians. 
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This  lesson  will  discuss  the  first  three  methods  thoroughly.  The 
equipment  Inventory  is  the  responsibility  of  the  Account  Custodians,  and 
you  do  not  need  to  be  concerned  with  it  as  «  Materiel  Facilities 
Specialist. 


Before  continuing  with  the  lesson,  write  short  responses  to  the  following: 
Ql.  Vhat  are  the  purposes  of  Base  Supply  inventories? 

Q2.    How  often  must  supply  Items  located  outside  the  Base  Supply 
warehouse  be  inventoried? 

Q3.  Classified      supply  type  assets  in  the  Base  Supply  warehouse  must 
be  inventoried  ^• 


Q4.  Who  conducts  in-use/in-place  equipment  Inventorip^i? 

Q5.    What  is  the  main  difference  between  sample  and  complete  inventories 


Now  that  you  have  a  general  idea  about  the  purpose  and  frequency 
of  Air  Force  inventories,  let's  take  a  look  at  complete  inventory 
procedures.    Remember,  a  complete  inventory  counts  alJL  of  the  Items 
in  the  specified  area  of  the  warehouse.    It  is  conducted  according 
to  a  schedule  esUblished  at  the  beginning  of  each  fiscal  year  (the 
fiscal  year  runs  from  1  October  to  30  September).    This  schedule 
identifies  the  inventory  deadline  date  for  each  area  of  the  warehouse. 
The  deadline  date  is  the  day  the  count  actually  begins  in  each  section. 


Inventory  deadline  dates  are  especially  important  to  the  Materiel 
Storage  and  Distribution  Branch  because  it  Is  the  6453n  responsibility 
to  make  sure  that  the  warehouse  is  ready  to  be  inventoried.  For 
example,  you  wouldn't  want  to  be  in  the  middle  of  a  rewarehousing 
project  when  the  area  Is  scheduled  for  inventory.    The  schedule  is 
iuportant  to  you  for  another  reason,  too.    When  the  inventory  schedule 
is  drawn  up  for  each  year,  it  must  be  coordinated  with  the  warehouse 
location  validation  schedule.    This  warehouse  location  validation  is 
performed  by  Storage  and  Issue  personnel,  and  1t  must  be  conducted 
prior  to  any  complete  or  sample  inventory.    Each  warehouse  location  must 
be  validated  at  least  annually. 
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The  purpose  of  a  warehouse  location  validation  is  just  what  the  name 
suggests:    to  insure  that  the  warehouse  location  on  each  Item  record  matches 
the  actual  physical  location  of  the  item  In  the  warehouse.    In  other 
words.  If  the  item  record  indicates  that  NSN  Is  stored  In 

location  il7B913C002,    the  validation  would  Insure  that  this  Item  Is 
actually  In  warehouse  7,  stockroom  B,  bin  row  13,  level  C,  bin  2.  A 
second  purpose  of  the  validation  Is  to  make  sure  that  all  Item  records  with 
a  serviceable  balance  are  assigned  a  warehouse  location. 


Because  warehouse  location  validation  is  an  Important  function  of  the 
Materiel  Storage  and  Distribution  Branch,  you  should  knw  hw  It  Is 
accompl Ished. 


First,  the  warehouse  validation  schedule  Is  arranged  (by  fiscal 
year)  so  that  every  assigned  location  is  validated  at  least  annually. 
As  mentioned  earlier,  this  schedule  must  coordinate  as  closely  as 
possible  with  the  Inventory  schedule.    Before  you  Inventory  a 
section,    you  want  to  make  sure  that  all  the  Items  are  In  the  right 
places! 


The  processing  of  the  warehouse  location  validation  begins  with 
the  Storage  and  Issue  Section.  When  the  warehouse  location  validation 
schedule  identifies  warehouse  locations  that  are  due  validation,  the 
Storage  and  Issue  Section  prepares  an  AF  Form  1530,  Punch  Card 
Transcript,  for  the  specific  warehouse  locations  to  be  validated. 
Naturally,  the  preparation  of  the  AF  Form  1530  is  accomplished  in  accordance 
with  AFM  67-1.    An  example  of  this  form,  prepared  to  validate  locations 
19A001A007  through  i9A013H001  is  shown  on  the  following  page. 
When  the  AF  Form  1530  has  been  filled-out,  It  Is  sent  to  the  ADPM/PCAM 
Operations    Section  of  Base  Supply  for  keypunching  and  input. 
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The  PCAM  Unit  will  use  the  AF  Form  1530  to  prepare  a  computer 
parameter  card.    A  parameter  card  Is  a  tool  used  for  Instructing  the 
conputer  to  perform  a  specific  processing  action.    When  this  parameter 
Lard  U  Inpul  lo  Ihe  tow|.ul.«r,  two  rttrfhrent  proflMfrs  rtr*.  produred; 
a  deck  of  prepunched  warehouse  location  change/validation  cards 
(TRIG  FCS)  and  the  Serviceable  Balance  -  No  Locatlon/Duplcate  Warehouse 
Location  Listing.    This  listing  has  two  parts  --  the  Servlceab  e  Balance  - 
No  Location  Listing,  and  the  Duplicate  Warehouse  Location  Listing. 
When  these  products  are  output,  they  are  all  sent  to  the  Storage  and 
Issue  Section. 


A  separate  FCS  card  is  produced  for  each  Item  record  assigned  to 
a  location  Included  In  those  specified  on  the  parameter  card.    A  sample 
FCS  card  is  shown  below.    As  you  can  see.  It  Is  for  warehouse  location 
19AW1AW7.  Pay  special  attention  to  the  area  where  the  location  is 
printed  on  the  card   because  this  is  the  entry  that  concerns  you 
the  most. 


Warehouse 
Location 
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The  FCS  cards  are  produced  by  the  computer  In  warehouse  location 
sequence     This  makes  it  easier  for  you  because,  when  you  receive  these 
cards  in  the  Storage  and  Issue  Section   you   must  place  each  FCS 
card  in  the  specific  location  that  is  identified  on  ^t.   When  all  the 
cards  have  been  placed  in  their  proper  location,  the  validation 
may  begin. 


It  is  actually  a  simple  process.    If  there  is  property  in  the  bin 

first  compare  the  siock  number  on  the  FCS  card  with  the  stock  number  on 
the  serviceable  Uq  atUched  to  the  item.    The  figure  below  points  out 

the  two  nuncers  to  be  compared.  
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What  if  they  don't  mai.ch?    The  lirst  step  for  correcting  unmatched 
stock  numbers  is  to  research  the  Stock  Number  Directory  for  the  stock 
numbered  item  found  in  the  location.    Maybe  it  is  in  the  wrong  place. 
If  you  can't  find  the  information  in  the  directory,  the  next  step 
is  to  check  on  recent  transactions  in  the  Daily  Document  Register •  If 
that  doesn't  help,  then  you  should  process  an  inquiry.    The  inquiry 
will  identify  the  warehouse  location  that  is  assigned  to  the  computer 
records  for  the  item  stored  in  the  bin.    If  the  inquiry  shows  that  the 
it«n  in  the  bin  has  another  warehouse  location,  the  item  is  simply 
renoved  and  placed  in  the  location  shown  on  the  inquiry.    You  may 
need  to  process  an  FCS  to  change  the  location  of  the  item. 

However,  if  the  inquiry  does  not  identify  a  location  for  the 
item,  there  are  other  methods  that  can  be  used  to  correct  the  problem. 
One  method  is  to  process  a  request  for  a  special  inventory.  (You'll 
learn  more  about  that  later  in  this  le3son.)    Another  method  is  to 
request  that  the  Inspection  Section  examine  the  item  for  possible 
re-identification. 

The  bin  label  on  the  location  must  also  be  validated  with  the 
FCS  card.     You  must  do  this,  even  if  the  bin  is  empty.    All  you  need  to 
do  is  compare  the  stock  number  and  the  warehouse  location  on  the  FCS  card 
with  the  same  data  on  the  bin  label.    This  is  shown  on  the  figure 
on  the  following  page.    Take  a  few  minutes  to  study  it. 

If  the  information  on  the  bin  label  and  the  FCS  card  matches, 
the  validation  for  the  item  is  finished,     and  the  FCS  card  is  placed 
back  in  the  bin.     However,  if  the  information  on  the  bin  label  does  not 
match  the  FCS  card,  corrective  action  must  be  taken.    It  may  be  necessary 
to  process  a  warehouse  location  change  or  relocate  the  property. 
The  correct  action  is  determined  through  research  in  the  Stock  Number 
Directory  and  Daily  Document  Register,  or  through  processing  an  inquiry, 
A  new  bin  label  may  be  required. 
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During  the  course  of  a  validation  you  may  deal  with  FCS  cards 
containing  an  asterisk  (*)  in  card  colurm  41.    There  is  a  sample  of  one 
of  these  cards  shown  below.    FCS  cards  containing  this  asterisk  are  for 
dead  locations.    Dead  locations  are  those  assigned  to  item  records  which 
oave  a  zero  serviceable  balance,  no  detail  records  or  demand  level,  and 
have  had  no  processing  action  for  30  days  or  more. 
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Why  are  they  included  in  the  validation?   So  that  you  can  examine  the 
bin  location  to  insure  that  it  does  not  contain  property.    If  the  bin 
location  is  indeed  empty,  you  will  send  the  FCS  card  to  ADPM/PCAM  where 
it  will  be  used  to  delete  the  warehouse  location  from  the  computer 
records.    However,  if  property  is  available  in  the  bin  location,  a 
special  inventory  must  be  requested. 

When  conducting  a  warehouse  location  validation,  you  could  also 
find  property  in  a  location  that  does  not  have  a  FCS  card.    Once  again, 
you  must  do  some  research  to  find  out  what  to  do  with  the  property.  If 
you  find  that  a  location  is  in  the  process  of  being  loaded,  then  you 
will  simply  prepare  a  slip  to  indicate  that  the  location  has  already 
been  validated.    If  the  property  is  simply  in  the  wrong  location,  then 
you  will  move  it.    If  you  can't  resolve  the  problem,  then  you  must 
request  a  special  inventory,  and  place  a  copy  of  the  request  in  the  bin. 

Remember,  the  purpose  of  the  validation  is  to  make  sure  that  all 
of  the  items  are  in  their  correct  location.    You  want  to  remove  any 
obstacles  to  an  efficient  and  successful  inventory. 
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When  all  the  locations  have  been  validated,  the  FCS  cards  remaining 
in  the  locations  are  collected  and  destroyed. 


Now  let*s  take  a  look  at  the  listing  that  is  produced  along 
with  the  FCS  cards.    The  Serviceable  Balance  -  No  Location/Duplicate 
Warehouse  Location  Listing  has  a  dual  purposei  (1)  it  provides  a  listing 
of  item  records  which  contain  a  serviceable  balance  but  no  location  and 
(2)  It  identifies  different  item  records  which  contain  the  same 
warehouse  location. 


Let*s  discuss  each  part  of  the  listing  separately.    The  Serviceable 
Balance  -  No  Warehouse  Location  Listing  1s  prepared  from  the  item  records 
that  contain  a  quantity  in  the  serviceable  balance,  but  do  not  have  an 
assigned  warehouse  location.    The  listing  is  prepared  in  stock  number 
sequence,  and  copies  of  it  are  furnished  to  all  sections  having  storage 
responsibilities.    Corrective  action  must  be  taken  on  each  item  printed 
on  the  listing,  and  this  action  must  be  annotated  on  the  listing. 

What  do  we  mean  by  corrective  action?    The  first  step  is  to  research 
the  Stock  Number  Directory  to  see  if  a  warehouse  location  addition 
has  been  input  for  the  item.    You  can  also  check  the  warehouse  location 
change  suspense  file  to  see  if  a  change  is  pending.    If  a  location 
for  the  item  cannot  be  determined,  then  you  should  request  a  special 
inven tory . 


Whatever  corrective  action  is  taken,  it  must  be  annotated  on  the 
listing  within  three  workdays.       An  annotated  copy  of  the  listing  1s 
shown  on  the  next  page.    Take  a  minute  to  look  it  over.    You  can  see 
that  the  corrective  action  for  some  of  the  items  listed  was  simply 
assigning  a  warehouse  location.    If  a  special  inventory  has  been 
processed,  the  transaction  nunter  of  the  inventory  is  noted.    And  if 
a  transaction  has  processed  which  reduced  the  serviceable  balance  of  the 
item  to  0,  then  this  transaction  number  is  noted. 


When  all  the  entries  on  the  listing  have  been  annotated  with  either  a 
warehouse  location,  a  special  inventory  transaction  number,  or  the 
transaction  number  that  reduced  the  serviceable  balance  to  zero,  the 
listing  is  forwarded  to  the  Procedures  and  Standardization  Section. 
This  section  must  retain  the  copy  for  90  days. 
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The  Duplication  Warehouse  Location  Listing  is  output  when  the 
computer  compares  the  warehouse  locations  in  the  warehouse  validation 
parameter  card  with  the  warehouse  locations  recorded  on  the  item 
records.    When  the  computer  Identifies  two  or  more  item  records 
that  contain  the  same  warehouse  location,  the  Information  Is  printed  on 
the  Duplicate  Warehouse  Location  Listing-    It  is  Important  that  this 
condition  be  corrected  because,  as  you  have  learned,  only  one 
stock  number  may  be  assigned  to  a  given  location. 


A  sample  of  this  listing  is  shown  on  the  following  page.  Take 
a  few  minutes  to  look  It  over.    You  can  see  that  two  stock  numbers 
have  been  assigned  to  warehouse  location  19AP1DE001. 


To  correct  such  duplications,  the  warehouse  locations  identified 
on  the  Duplicate  Warehouse  Location  Listing  must  first  be  checked.  This 
Is  an  easy  way  to  determine  if  more  than  one  stock  nuiriber  is  actually 
being  stored  in  the  same  location. 


If,  in  fact,  different  stock  numbers  are  found  in  the  same  location, 
you  should  divide  the  property  according  to  stock  number.    One  NSN  may 
remain  in  the  location.    However,  the  other  must  be  removed  and 
assigned  a  new  warehouse  location.    When  this  happens,  you  will  follow 
the  warehouse  location  addition  procedures  you  learned  in  lesson  4. 


Even  if  you  do  not  find  property  with  different  NSNs  In  the  same 
location,  the  computer  records  still  must  be  corrected,  so  you  should 
assign  a  new  location  to  one  of  the  items  and  update  the  internal  and 
external  records  as  you  have  learned. 
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That's  all  there  Is  to  performing  the  warehouse  location  validation. 
Review  what  you  have  learned  by  writing  short  responses  to  the  following: 

Q6.    How  often  must  validation  be  conducted  for  each  warehouse  location? 

Q7.    What  is  the  purpose  of  warehouse  location  validation? 

Q8.    What  form  should  Storage  and  Issue  personnel  prepare  to  create  the 
validation  computer  parameter  card? 

Q9.    What  outputs  wi11  result  when  the  parameter  card  is  input? 

QIO.    The  FCS  cards  are  produced  in   sequence. 

Q11.    What  do  Storage  and  Issue  personnel  do  with  the  FCS  cards  when 
they  first  receive  them? 

Q12.    What  are  the  FCS  cards  compared  with? 

Q13  a.    What  does  an  asterisk  in  CC  41  of  an  FCS  card  indicate? 

b.    What  is  done  with  these  particular  FCS  cards? 

Q14.    What  is  the  purpose  of  the  Serviceable  Balance  -  No  Warehouse 
Location  Listing   and  what  actions  should  storage  and  issue  personnel 
Uke  with  it? 

Q15.    What  is  the  purpose  of  the  Duplicate  Warehouse  Location  Listing 
and  what  actions  should  storage  and  issue  personnel  take  with  it? 


When  you  have  completed  the  warehouse  location  validation,  you  have 
assured  that  each  item  that  is  to  be  inventoried  is  in  the  correct 
location.    Now  you  are  ready  to  prepare  the  warehouse  for  the  inventory 
and  help  with  the  inventory  itself. 


One  of  the  first  things  to  do  is  clearly  mark  off  the  area  that  is 
to  be  inventoried.    This  may  be  done  with  ropes,  signs,  and  placards 
(which  should  show  the  Inventory  deadline  date).    The  purpose  of 
these  rarkings  is  to  limit  traffic  in  the  area  under  inventory. 
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Another  responsibility  you  have  is  to  insure  that  all  transactions 
applicable  to  the  locations  scheduled  for  inventory  are  completed 
at  least  one  day  prior  to  the  deadline  date.    For  example,  if  item 
156W97423147  is  among  those  scheduled  for  inventory  on  4  October  and 
you  receive  an  issue  document  fo''  tt  on  2  October,  you  should  make  sure 
that  this  item  is  pulled  before  3  October.    Why?   Because*  once  you 
have  received  the  docur«nt,  the  computer  considers  the  item  issued, 
and  has  already  subtracted  it  from  the  iteri  record  balance.    If  the  item 
is  still  in  the  bin  during  the  inventory  count,  this  will  throw  the 
figures  off.    This  same  principle  applies  to  receipts,  shipments,  and 
transfers.    An^  transaction  that  will  affect  the  accuracy  of  the  inventory 
count  must  be  completed  at  least  one  day  prior  to  the  deadline  datel 

Once  you  have  prepared  the  warehouse  for  invc  tory,  the  Inventory 
Section  takes  over.    First,  they  will  condu:t  their  own  pre-inventory 
survey.    The  purpos*^  of  this  is  to  identify  and  correct  any  discrepancies 
that  could  adversely  affect  the  inventory. 

One  day  prior  to  the  inventory  deadline  date,  the  Inventory  Section 
will  request  the  production  of  count  cards  for  every  location  that  is  to 
be  included  in  the  inventory.    t\t  this  same  time,  a  count  card  listirc; 
(which  is  used  to  control  the  count  cards)  is  produced,  and  iPreeze  code 
C  is  automatically  assigned  to  every  item  record  that  is  involved  in 
the  inventory.    What  is  freeze  code  C?    It  is  a  code  used  by  the  computer 
that  will  restrict  any  transaction  that  will  affect  the  item  record 
balances  while  the  inventory  is  in  progress.    For  example,  if  item 
661 W531 5387  is  ur-'^r  inventory  and  the  Demand  Processing  Unit 
inputs  a  request  for  it,  the  computer  will  automatically  reject  this 
request.    The  transaction  cannot  process  until  the  inventory  has  been 
completed,  and  the  freeze  code  removed. 

Tfie  count  cards,  arranged  in  warehouse  location  sequence,  are 
forwi^rded  to  the  warehouse.    There,  Inventory  personnel,  or  those 
assigned  to  ^elp  them,  will  place  each  card  in  its  appropriate  location. 
A  sample  inventory  count  card  is  shown  on  the  next  page.    Notice  that 
the  entries  on  this  card  include  the  TRIG  code  (CIC),  the  ERRC  designator 
and  NSN  of  the  item,  the  date  of  the  la  t  inventory  on  this  item 
(DOLI),  the  inventory  deadline  date,  anu  a  serial  .  urrber  assigned  to 
the  item  for  this  particular  inventory.    The  warehouse  location 
designator  is  printed  on  the  right-hand  side  of  the  second  line  of 
print.    Notice  that  xhe  quantity  field  (CC  25-30),  which  immediately 
follows  the  unit  of  issue  EA,  is  blank. 
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You  can  probably  guess  what  the  next  step  is»    Counting  the 
propertv  and  entering  the  correct  totals  on  the  cards*    This  will 
normal''    be  accomplished  by  the  Inventory  Section  with  the  help  of 
Storage  and  Issue  personnel.    The  figure  below  shows  an  inventory 
count  card  with  the  quantity  entered  manually  in  the  lower  ric^t-hand 
portion,     (Later  PCAM  will  punch  the  quantity  hntn  CC  25-10.) 
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When  the  Initial  count  has  been  completed,  some  of  the  totals 
may  need  to  be  adjusted.    How  can  you  tell?   By  reviewing  the  recap  sheet. 
This  sheet  is  a  record  of  emergency  transactions  which  have  occurred  during 
the  inventory,  that  will  affect  the  count.    (You  will  learn  more  about 
emergency  issue  and  shipment  procedures  later  in  the  lesson.) 

After  all  of  the  items  in  the  section  under  inventory  have  been 
counted  and  adjusted   and  the  cards  annotated  accordingly,  a  sample 
count  verification  is  required.    The  Chief  of  Supply  will  assign 
personnel  from  functions  outside  the  Inventory  Section  to  perform  this 
sample.    They  will  randomly  select  a  specified  percentage  of  the  items 
Inventoried  to  insure  that  the  counts  and  annotations  are  correct.  If 
the  maximum  nunter  of  errors  allowed  is  exceeded,  the  entire  area 
must  be  reinventoried.    However,  if  the  verification  is  within  the 
established  error  rate,  this  portion  of  the  inventory  is  complete. 

Now  all  the  count  cards  are  collected  and  the  inventory  supervisor 
will  forward  them  to  ADPM/PCAM  for  processing.  When  the  count  cards  are 
input  by  ADPM,  the  physical  count  quantity  and  the  item  record  balance 
for  each  item  are  compared  by  the  computer.    If  they  are  equal,  or 
if  the  difference  between  them  falls  within  the  automatic  adjustment 
range,  the  inventory  on  that  item  is  considered  to  be  complete,  and  the 
freeze  code  is  removed  from  the  item  record.    However,  if  the  difference 
between  the  count  and  the  internal  balance  is  so  great  that  an  automatic 
adjustment  cannot  be  rade,  the  computer  will  automatically  produce  a 
recount  card,  which  is  very  similar  to  the  count  card.    The  Inventory 
Section  is  responsible  for  reinventorying  the  item  and  accomplishing 
any  necessary  research  or  adjustments. 

That's  how  easy  it  is  to  conduct  a  complete  inventory.  Basically 
the  same  procedures  apply  in  a  sample  inventory.  The  major  difference 
between  the  two,  as  we  mentioned  earlier,  is  the  nunter  of  items  within 
the  designated  area  which  are  actually  counted.    Remember,  a  complete 
inventory  includes  aJJ^  of  the  items  in  the  area;  a  sample  inventory 
will  include  only  a  specified  percentage.    The  computer  will  randomly 
select  those  items  within  the  area  that  are  to  be  counted.    If  the 
error  rate  on  these  items  exceeds  the  established  limit,  the  entire 
lot  must  be  reinventoried  following  complete  procedures.    If  the 
error  rate  is  not  exceeded,  everything  in  the  lot  is  considered 
to  have  been  inventoried. 
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Your  role  in  a  saniple  Inventory  1s  also  very  similar  to  that  for 
con^)lete  procedures-    Prior  to  the  deadline  date,  a  warehouse  location 
validation  must  be  conducted.    You  must  also  insure  that  all  transactions 
applicable  to  the  area  are  processed.    Just  as  yo'  did  for  a  complete 
inventory,  you  should  define  the  limits  of  the  area  being  counted  with 
signs,  ropes,^and  markers. 

A  closed  warehouse  method  is  used  so,  again,  freeze  code  C  is 
assigned  to  the  appropriate  item  records.    Only  emergency  issues  or 
shipments  are  permissible  on  items  under  Inventory,  and  these  must  be 
recorded  on  the  recap  sheet.    However,  you  may  continue  to  process  all 
transactions  for  those  items  Included  in  the  total  Inventory  lot  but 
not  undergoing  actual  inventory. 

Review  what  you  have  learned  about  preparing  the  warehouse  for 
inventory  and  assisting  with  the  conduct  of  the  Inventory  by  wrUing 
short  responses  to  the  following: 

Q16.    Transactions  affecting  balances  of  item  records  scheduled  for 
inventory  must  be  completed  _the  deadline  date, 

Q17.    What  is  an  inventory  deadline  date? 

Q18.    How  is  traffic  in  the  area  under  Inventory  restricted? 

Q19.    Where  is  the  quantity  manually  entered  on  the  count  ccird? 

Q20.    The  record  of  emergency  transactions  occurring  during  an  inventory 
is  kept  on  the  . 

Q21.    How  are  the  count  cards  arranged  when  they  are  forwarded  to  the 
warehouse? 

Q22.    Why  is  a  pre-inventory  survey  conducted? 

Q23.    What  will  the  computer  produce  if  an  Inventory  discrepancy  cannot 
be  automatically  adjusted? 

Q24.  What  action  is  required  before  the  annotated  count  cards  are  collected 
and  forwarded  to  ADPM/PCAM? 

Q25.    What  freeze  code  is  assigned  to  item  records  for  complete  or 
sample  inventories? 

Q26.    When  the  inventory  count  cards  arrive  at  the  warehouse,  what 
action  must  inventory  personnel  take  with  them? 
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Q27.  What  is  the  main  difference  between  a  sample  and  a  conplete 
Inventory? 


q28.   What  happens  If  the  error  rate  is  exceeded  in  a  sample  inventory? 

Now  you  have  learned  the  basic  procedures  for  conducting 
complete  and  sample  inventories.    But  there  Is  another  important 
function  Involved.    These  Inventories  are  performed  under  a  closed 
warehouse   method.    Rementer,  freeze  code  C  is  assigned  to  all  Item 
records  that  are  affected.    This  code  automatically  prevents  the 
processing  of  any  transaction  that  changes  the  item  record  balances. 
So,  for  example,  a  normal  issue  request  for  an  Item  under  inventory 
wll 1  not  process. 

But,  of  course,  the  warehouse  never  closes  down  conpletely. 
If  an  item  under  inventory  is  urgently  needed  (for  example,  to  make 
an  aircraft  operational),  it  will  be  issued  or  shipped  as  a  post-post 
transaction.    (With  post-post  transactions,  the  item  is  physically 
processed  first,  and  the  documentation  is  input  to  the  con^uter  later.) 

As  a  Materiel  Facilities  Specialist,  you  must  know  the  procedures 
for  handling  issues  and  shipments  that  do  qualify  for  emergency  action 
during  inventory.    With  issues,  the  determining  factor  Is  the 
urgency  of  need  designator  (UNO)  in  CC  65  of  the  DD  1348-1.    If  the 
mo  is  "A^"  the  item  qualifies  for  emergency  action.    An  Item  with 
a  UNO  of  'B"  may  also  be  considered  for  emergency  treatment  at 
the  option  of  the  Chief  of  Supply.    Take  a  look  at  the  Issue 
document  shown  on  the  next  page.    Notice  that  the  UNO  in  CC  65  is 
"A."    So  this  item  y/ould  be  issued  even  though  it  is  under  inventory. 
Emergency  shipments  depend  on  priority  requirements  which  are  determined 
locally. 


Once  an  item  has  been  approved  for  emergency  processing  during 
an  inventory.  Storage  and  Issue  personnel  handle  it  in  much  the  same 
manner  in  a  normal  transaction.    (You  will  learn  about  issue  procedures 
in  your  next  block  of  instruction.)    But  remember,  all  affected 
item  records  are  frozen  during  an  inventory,  and  the  cotrputer  has  no 
record  of  this  transaction.    So  you  must  mark  it  on  the  recap  sheet.  This 
is  very  important.    The  recap  sheet  will  vary  from  base  to  base,  but  it 
willalways  include  at  least  the  NSN,  TRIC  code,  system  designator, 
document  nurrber,  quantity,  and  warehouse  location.    Its  purpose  is 
^3  help  adjust  the  inventory  count.    A  sample  recap  sheet  is  shown  on  the 
next  page.    Look  it  over. 
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Let's  look  at  an  example  to  see  how  the  r^cap  sheet  is  used. 
Item  6625W6494465  is  under  inventory.    On  the  deadline  date, 
the  Item  record  balance  is  25.    However,  while  the  inventory  is  in 
progress,  an  emergency  issue  is  necessary.    (This  is  indicated  by 
the  UNO  code  A  on  the  issue  document  shown  on  the  top  of  page  21.) 
Because  there  is  a  freeze  code  on  the  item  record,  this  transaction 
must  be  recorded  on  the  recap  sheet.    (This  has  been  done  on  the 
sheet  on  page  21.    Notice  how  the  necessary  information  has  been  taken 
from  the  DD  1348-1  and  entered  on  the  recap  sheet.)    Now,  when  Item 
6625(»(»6494465  is  counted,  there  are  only  24  in  the  bin,  and  this  quantity 
is  annotated  on  the  count  card.    Remember,  though,  that  before  the  cards 
are  collected  and  turned  in,  the  recap  sheet  is  checked  and  any  necessary 
modifications  are  made.    So  the  1  recorded  on  the  recap  sheet  is  idded 
to  the  24  found  in  the  bin,  and  the  total  submitted  is  25.    This  figure 
will  agree  with  the  balance  on  the  item  record.    You  can  see,  then,  why 
the  recap  sheet  is  necessary.    Luckily,  it  is  also  easy  to  use.  YouMl 
get  some  practice  on  it  in  the  workbook  portion  of  this  lesson. 


Now  you  know  the  steps  followed  to  process  an  emergency  issue 
during  an  inventory.    Basically  the  same  procedures  are  followed  for 
an  emergency  shipment.    But  what  happens  to  normal,  routine  Base 
Supply  processes?   They  are  not  forgotten  while  an  inventory  is 
In  progress,  but  naturally  the  type  of  action  required  depends  on  the 
type  of  transaction.    For  example,  in-line  transactions  that  will  have 
no  affect  on  the  item  record  balances  are  allowed  to  process  (these 
would  include  turn-ins  with  a  waiting  shipment  or  receipts  with 
a  complete  due-out  release).    Otherwise,  receipts  and  turn-ins  that 
will  affect  the  internal  balances  must  be  placed  in  an  inventory 
hold  area  until  the  freeze  codes  have  been  lifted  and  normal  processing 
resumes.    And  their  accompanying  documentation  must  be  marked 
accordingly.    The  location  and  management  of  these  hold  areas  is 
determined  by  local  policy  and  facility  lay-outs. 

Before  con  .muing  with  the  lesson,  write  short  responses  to  the 
fol lowing: 

Q29.    What  UND  qualifies  an  item  under  inventory  for  emergency  issue? 

Q30.  While  an  inventory  is  in  progress,  where  are  emergency  transactions 
recorded? 

Q31.    What  determines  whether  or  not  an  item  qualifies  for  emergency 
shipment  during  an  inventory? 

Q32.    What  prevents  normal  computer  processing  of  an  issue  on  an  item 
undergoing  complete  or  sample  inventory? 

Q33.    When  can  items  with  an  UND  of  8  qualify  for  emergency  issue 

Q34.    What  happens  to  receipts  or  turn-ins  that  will  aftect  the  item 
records  under  inventory? 
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You  have  learned  that  complete  and  sample  inventories  are  conducted 
according  to  an  annual  schedule.    All  supply-type  Items  in  the  Standard 
Base  Supply  System  must  be  inventoried  at  specific  times  during  the 
year,  and  one  of  these  two  methods  is  used.    However,  there  will  be 
instances  when  an  immediate  adjustment  of  internal  records  .0  actual, 
physical  counts  is  needed.    When  this  happens,  a  special  inventory 
is  used. 


This  inventory  is  rtornally  conducted  on  a  single  item  when  an 
out-of-balance  condition  is  detected.    All  this  means  is  that  when  you 
discover  that  the  amount  on  hand  does  not  match  the  amount  the  computer 
says  should  be  on  hand,  this  is  one  way  to  find  the  solution  and  adjust 
the  internal  records.    In  this  lesson  we  have  discussed  several  instances 
when  a  special  inventory  may  be  used.    For  example,  if  your  are  checking 
an  FCS  card  with  an  asterisk  in  CC  41  and  find  property  in  the  "dead" 
location,  a  special  inventory  can  help  determine  just  where  the  error 
was  made. 


Preparing  a  special  inventory  request  can  be  a  Materiel  Facilities 
Specialist  function,  so  you  will  learn  how  it  is  done  in  Block  IV. 


When  a  request  for  a  special  inventory  is  input  to  the  computer, 
freeze  code  I  will  be  loaded  to  the  item  record,  and  appropriate  detail 
information  concerning  the  item  will  be  output.    This  notice  will  be 
forv^arded  to  the  Inventory  Section,  which  will  perform  i:h€  special 
inventory.    When  the  problem  has  been  found  and  corrected,  the  freeze 
code  is  lifted. 


See  how  much  you  remerrfcer  about  special  inventory  procedures  by 
writing  short  responses  to  the  following: 

035.    What  freeze  code  is  used  for  special  inventories? 

Q36.    When  is  a  special  inventory  normally  conducted? 

Q37.    Who  actually  performs  the  special  inventory? 

Q38.    Briefly  explain  the  differences  between  complete,  sarrple,  and 
special  inventories . 
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SUMMARY 


In  this  lesson  you  have  learned  that  the  purpose  of  inventories  in 
the  Standard  Base  Supply  System  is  two-fold:    to  count  the  quantities 
of  Items  actually  on  hand;  and  to  check  the  accuracy  of  item  record 
balances  1n  the  UNIVAC  1050-11. 

Because  Air  Force  inventories  vary  in  their  frequency  and  the 
procedures  followed,  an  Inventory  schedule  Is  drawn  up  for  each 
fiscal  year.    The  schedule  Is  coordinated  closely  with  the  warehouse 
location  validation  schedule. 

Inventories  are  mainly  the  responsibility  of  the  Inventory  Section, 
but  64531 s   provide  important  support  for  obtaining  an  accurate  count. 
Conducting  the  warehouse  location  validation  Is  one  of  their 
responsibilities.    The  validation  assures  that  the  Items  stored  in 
a  particular  location  are  the  NSN  that  is  actually  assigned  to 
that  location.    The  validation  also  corrects  serviceable  balance- 
no  warehouse  location,  and  duplicate  warehouse  location  conditions. 


Other  duties  of  stnraop  and  T«;«;iip  personnel  include  marking 
off  the  appropriate  areas  In  the  warehouse.  Insuring  that  applicable 
transactions  are  processed  before  the  deadline  date,  recording 
emergency  transactions  on  the  recap  sheet,  controlling  the  hold 
area,  assisting  with  the  conduct  of  inventories,  and.  In  some  cases, 
requesting  special  inventories. 


Review  the  objectives  of  this  lesson.  When  you  feel  confident 
about  them,  complete  the  workbook  exercises. 
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INVENTORY  PROCEDURES 
Block  III.  Lesson  7 
Answers  to  Questions  In  the  Text 

Ql.  To  determine  what  Is  In  stock  snd  how  accurate  Base  Supply  records  are. 

Q2.  Quarterly. 

Q3 .  Semiannually 

Q4.  Account  custodians  . 

Q5.  The  number  of  items  in  the  designated  area  that  are  counted  • 

Q6.  At  least  once  a  year. 

Q7.  To  insure  that  the  physical  locations  of  items  in  the  warehouse 
match  the  recorded  locations. 

Q8.     AF  Form  1530. 

Q9.     FCS  cards  for  all  the  locations  in  the  designated  area  and  a 
Serviceable  Balance  -  No  Warehouse  Location/Dxxplicate  Warehouse  Location 
Listing. 

QIO.    mrehoose  location 

Qll.    Place  each  FCS  card  in  its  correct  warehouse  location. 

Q12.     The  property  tags  and  the  bin  labels. 

Q13  a.     That  the  location  ia  "dead". 

b.     The  location  should  be  checked  tu  make  sure  that  it  is  empty, 

Q14.     It  indicates  which  items  have  not  been  assigned  a  warehouse 
location.     Storage  and  issue  personnel  should  take  corrective 
action  on  each  item  listed  by  either  assigning  it  a  warehouse 
location,  processing  a  special  inventory  on  it,  or  annotating  the 
transaction  which  has  occurred  that  will  reduce  the  serviceable 
balance  of  the  item  to  zero. 

Q15.     It  indicates  that  two  items  have  been  assigned  the  same 
warehouse  location.     Storage  and  issue  personnel  should  correct  the 
situation    by  reassigning  one  of  the  items  and,     if  necessary, 
physically  moving  it. 

Q16,    one  day  prior  to 

Q17.    The  day  the  counting  begins. 
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Q18.  With  ropes,  signs,  and  placards. 

Q19.  In  the  lower  right-hand  comer. 

Q20.  recap  sheet 

Q21.  In  warehouse  location  sequence. 

Q22.  To  identify  and  correct  discrepancies  that  could  affect  the  inventory* 

Q23.  A  recount  card  . 

Q24.  A  count  verification. 

Q25.  Freeze  code  C  . 

Q26.  Place  them  in  the  appropriate  warehouse  location^. 

Q27.    Complete  inventories  count  all  of  the  items  in  the  designated 
area  while  sample  areas  count  only  a  specified  percentage. 

Q28.     A  complete  inventory  is  performed  on  the  entire  area.. 

Q29.     UND  A. 

Q30.    On  the  recap  sheet. 

Q31.    Priority  requirements,  which  are  determined  locally. 
Q32.     Freeze  code  C . 

Q33.    When  approved  by  the  Chief  of  Supply. 
Q34.     They  are  placed  in  an  inventory  hold  area, 
Q35.     Freeze  code  I. 

Q36.    When  an  out-of -balance  condition  is  detected. 
Q37.     The  Inviintory  Section. 

Q38.     A  complete  inventory  involves  the  counting  of  all  of  the  items  in 
the  designated  area  of  the  warehouse.     A  sample  inventory  involves  the 
counting  of  only  a  specified  percentage  of  the  items  in  the  designated 
area  of  the  warehouse.     A  special  inventory  is  normally  conducted  on 
a  jingle  line  item  to  correct  an  out-of-ba"*  ince  condition. 
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Problem  One 

When  you  perform  a  warehouse  location  validationi  one  of  the 
i.DSt  important  tasks  is  comparing  the  information  on  FCS  cards 
against  the  property  labels  and  warehouse  bin  labels. 


a.    Compare  the  tags  against  the  FCS  card  on  page  2  of  this  workbook. 
On  the  back  of  a  blank  AF  Form  1991,  indicate  which  tag  matches  the 
FCS  card. 


b.    Compare  the  bin  labels  against  the  FCS  card  on  page  3  of  this 
workbook.    On  the  back  of  the  AF  Form  1991  indicate  which  bin  label 
matches  the  card. 


Supersedes  WB  002-03-07-01  dated  March  1978. 
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Problem  Two 
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Technical  Training 


Materiel  Facilities  Specialist 


RECEIVING  PROCEDURES,  PART  ONE 


AuRust  1978 


LOWRY  TECHNICAL  TRAINING  CENTER 
3440th  Technical  Training  Group 
Lowry  Air  Force  Ba8e,  Colorado 

Study  Guides  (SGs),  Workbooks  (WBs).  Studv  Guide  and  Workbook  (SW), 
PrografTfned  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  m  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


PT  63ABR64531  000 
August  197b 


RECEIVING  PROCEDURES,  PART  ONE 


SCOPE 


Base  Supply  has  a  tremendous  responsibility  for  supporting  all  base 
organizations  in  their  supply  requests  and  requirements.    To  provide 
maximum  support  for  organizational  requirements,  Base  Supply  figures 
future  requirements  from  past  item  use  and  requisitions  the  required 
items  from  a  source  of  supply.    This  is  when  the  Receiving  Section 
enters  the  picture;  responsible  to  the  Materiel  Storage  and  Distribution 
Branch,  Receiving  has  one  of  the  most  important  jobs  in  Base  Supply. 
Every  piece  of  property  that  enters  the  Base  Supply  system  must  be 
processed  through  this  section.    Due  to  the  variety  of  items  which  are 
processed  by  this  section,  many  different"  processing  actions  are  re- 
quired.   Suppose,  for  a  moment,  thut  you  found  the  following  property 
just  off-loaded  on  your  receiving  line:    a  carton  of  distemper  serum 
for  police  dogs,  a  box  of  .38  caliber  ammunition,  a  box  of  photographic 
film  and  a  carton  of  sensitive  electronic  equipment.    If  it's  lunch 
time,  plan  on  a  growling  stomach  for  a  little  while;  none  of  these 
four  can  be  left  sitting  while  you  chow  down.    All  of  them  require 
immediate  processing  to  different  protective  areas;  some  should  have 
been  delivered  to  other  places  instead  of  coming  to  you;  at  least 
two  will  ruin  if  not  immediately  refrigerated. 

As  with  everything,  however,  you  have  to  learn  to  walk  before  you 
can  run.    Before  you  can  really  understand  all  the  interesting  varieties 
of  receiving  procedures,  you  must  learn  the  basic  procedures  common  to 
all  Receiving  Sections.     In  this  lesson  we're  going  to  learn  receiving 
procedures,  including  exceptional  procedures     A<;  you  will  see,  it  is  a 
very  complex  and  important  function  of  Base  Supply. 


(1)  File  five  receipt  due-in  cards  in  the  correct  sequence. 

(2)  Make  the  necessary  inchecker  and  inspector  entries  on  receiving 
documents  for  two  problem  situations. 
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(3)    Clv^n  two  MrviMabU  tAg«  and  two  seta  of  receiving  documents, 
prepare  property  for  inchecking  by  aelecting  the  receiving 
docuaent  that  matchea  each  tag. 

DIRECTX QMS 

To  cosplete  this  lesson  you  will  need  this  text»  a  workbook,  a  sheet 
of  scratch  peper,  and  AIS  Module  Teat  Form  #4.    You  will  find  embedded 
queationa  throughout  the  text.    Answer  them  on  a  aheet  of  acratch  paper. 
A  key  to  the  correct  answers  is  prtJvided  at  the  Inatructor'a  deak.  If 
you  have  any  queationa,  be  aura  to  aak  your  inatructor  for  help. 
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Each  Branch  of  the  military  service  (Army,  Navy,  Air  Force,  Marines) 
has  an  organization  which  is  responsible  for  supporting  base  activities 
with  their  supply  requests.    The  organization  in  the  Air  Force  Is  known 
as  Ba$e  Supply.    In  th^-  past,  whenever  material  was  requisitioned  from 
a  source  of  supply,  the  different  service  branches  used  their  own 
particular  procedures  and  forms  for  processing  their  requisitions.  Be- 
cause of  the  different  procedures  and  forms,  this  put  a  burden  on  the 
source  of  supply  who  was  providing  common  items  to  all  military  services. 


The  Department  of  Defense  (DOD)  analyzed  the  problem  and  devised  a 
system  known  as  MILSTRIP.    This  is  pronounced  MIL 'STRIP  and  means "Mil itary 
Standard  Requisitioning  and  ]^ssue  Procedures."    This  system  was  created 
to  allow  standard  procedures,  forms,  and  formats  to  be  used  by  all  military 
service  branches. 


MILSTRIP,  as  the  name  implies,  is  (1)  a  requisitioning  procedure 
used  to  obtain  material  from  a  source  of  supply,  and  (2)  an  issuing 
procedure  used  by  the  source  of  supply  for  releasing  the  property  to 
the  requesting  service  branch.    MILSTRIP  does  not  apply  to  local  trans- 
actions such  as  issues  and  turn-ins,  which  are  governed  by  our  own  AF 
supply  procedures.    However,  we  use  MILSTRIP  forms  and  codes  to  process 
requisitions,  receipts,  shipments,  and  transfers. 

Some  types  of  requisitions  are  prepared  automatically  by  the  computer. 
There  are  two  reasons  for  automatic  requisitions:    (1)    stock  replenish- 
ment and  (2)  to  satisfy  an  organizational  due-out. 

A  stock  replenishment  requisition  is  submitted  to  a  source  of  supply 
by  Base  Supply  in  order  to  replace  items  which  were  issued  to  customers. 
Most  items  have  a  reorder  point  determined  by  the  computer.    There  are 
many  factors  used  in  computing  an  item's  reorder  point.    Here's  an 
example  of  how  a  stock  replenishment  requisition  is  created  based  on 
a  reorder  point. 


Suppose  Base  Supply  has  an  authorized  level  of  ten  each  relays  to 
be  stocked  in  the  warehouse.    The  reorder  point  for  this  relay  is  six. 
To  satisfy  customer  demands,  five  relays  have  been  issued,  leaving  a 
total  of  five  each  in  stock.    The  reorder  point  is  six  and  the  stock  is 
down  to  five  so  the  computer  automatically  prepares  a  requisition  to 
order  five  relays  from  the  source  of  supply.    The  reason  for  the 
requisition  is  to  replenish  the  stock. 
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A  requisition  to  satisfy  an  organizational  due-out  is  not  as  clear- 
cut  as  replenishing  stock.    There  are  inany  rules  and  different  procedures 
and  exceptions  to  both.    Ihe  simplest  procedure  used  Is  to  program  the 
computer  to  automatically  requisition  the  Item  when  certain  requirements 
have  been  met.    When  an  organization's  request  for  an  item  cannot  be 
filled  by  Base  Supply  and  the  request  meets  other  established  require- 
ments, the  computer  will  requisition  the  item  from  the  source  of  supply. 
Eventually,  Base  Supply  will  issue  the  item  to  the  organization  (customer). 
When  Base  Supply  owes  an  item  to  an  organization,  the  debt  is  called  a 
due-out.    Thus  we  have  a  requisition  to  satisfy  an  organizational  due-out. 


If  you're  thinking  about  the  tremendous  number  of  requisitions 
Base  Supply  must  make  just  to  keep  things  running,  you're  on  the  ball. 
Imag1n€  what  kind  of  record-keeping  system  is  required  to  know,  at  all 
times,  all  the  items  coming  to  us  from  various  sources  of  supply  as  well 
as  all  the  items  due-out  to  our  customers.    As  with  requisitions,  the 
easiest  way  to  do  this  Is  to  program  the  computer  to  automatically 
maintain  up-to-date  records. 


When  a  requisition  to  satisfy  an  organizational  due-out  is  output, 
two  different  detail  records  are  established  in  the  computer.  (Remember 
detail  records  are  short-lived  records  and  are  eliminated  when  no  longer 
required).    A  due-in  detail  record  is  established  to  control  the  requisition 
due- in  from  a  source  of  supply,  and  a  second  detail  record  called  a  due-out 
detail,  is  established  to  control  the  item  due-out  to  an  organization. 
Here  Is  a  good  way  to  remember  how  it  works: 

SOURCE  OF  SUPPLY 
(owes  property  to  Base  Supply) 

due-in 
I 

BASE  SUPPLY 
(owes  property  to  the  organization) 

due-out 

ORGANIZATION 
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Hopefully,  somewhere  along  your  route  in  this  course  you  have 
wondered  about  the  importance  of  certain  items  over  other  items. 
Surely  a  part  for  a  grounded  aircraft  is  more  important  than  a  re- 
quisition for  thumbtacks.    And  you're  right.    Everything  in  Base 
Supply  is  requisitioned,  issued,  and  delivered  according  to  a  prior- 
ity code  which  tells  how  badly  the  item  is  needed  for  the  mission  of 
the  organization.    The  code  used  to  requisition  items  is  called, 
logically  enough,  requisition  priority  designator  (RPD).    RPD  codes 
range  from  01  through  15;  codes  01  through^OS  are  priority  (very  import- 
ant) items  and  codes  09  through  15  are  routine  stock  replenishment  items. 


When  the  source  of  supply  receives  requisitions  from  a  Base  Supply, 
the  source  of  supply  reacts  in  accordance  with  the  priority  assigned 
to  the  requisition.    For  example,  priority  02  requisitions  are  processed 
before  requisitions  containing  a  priority  03,  and  requisitions  having 
a  priority  of  03  are  processed  before  requisitions  having  a  priority 
05.    The  lower  the  number,  the  higher  the  priority. 


You  just  learned  that  certain  items  are  requisitioned  automatically 
by  the  computer.    But  how  does  Base  Supply  know  what  has  been  requisition- 
ed, how  many,  and  from  whom,  if  the  computer  takes  care  of  requisitioning? 
Easy.    When  the  computer  outputs  the  requisition,  it  outputs  at  the  same 
time  a  receipt  due-in  card.    The  requisition  is  transceived  to  the  appropriate 
source  of  supply,  and  the  receipt  due-in  card  is  sent  to  the  Receiving  Section 
in  the  Materiel  Storage  and  Distribution  Branch.    Remember,  that's  where 
all  FB  or  FE  incoming  property  is  received  from  sources  of  supply. 


Look  at  figure  1;  it's  a  sample  receipt  due-in  card.    It  is  almost 
identical  to  the  requisition  card  sent  to  the  source  of  supply.  There 
are  certain  things  you  must  know  about  this  card.    Follow  along  the  card 
columns  as  each  is  explained. 
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Figure  1 

1.  Transaction  Identification  Code/TRIC.    This  code  tells  what 
kind  of  supply  action  is  being  taken.    In  this  case,  REC  stands 
for  "receipt". 

2.  Routing  Identifier  Code.    Tells  the  source  of  supply.  FHZ 
represents  Oklahoma  City  Air  Logistics  Center. 

3.  National  Stock  Number.    Only  one  per  REC  transaction. 

4.  Unit  of  Issue.  EA=each. 

5.  Quantity.    One  in  this  case. 

6.  Requisition  Document  Number:    FBV968  4040  1010 

SRAN  DATE  SERIAL  NUMBER 

We  must  stop  here  to  break  down  and  understand  the  parts  of  the  last 
item,  the  requisition  document  number.    We  will  take  each  part  of  the 
requisition  number  one  at  a  time  and  explain  what  it  means. 
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SRAN.    Every  Air  Force  installation  has  an  Identifying  number  called 
a  stock  record  account  number  (SRAN-pronounced  as  a  one-syllable  word). 
The  number  is  always  the  first  six  digits  in  a  requisition  number  and 
identifies  the  installation  ordering  the  item.    In  the  example,  the 
SRAN  FB1968  identifies  Lowry  AFB,  Colorado. 


Julian  Date.    There's  a  small  difference  between  the  date  you're 
used  to  writing  and  the  way  you'll  have  to  write  it  in  the  Air  Force. 
Whenever  dates  are  used  on  forms  in  a  Standard  Base  Supply  System,  a 
special  way  of  writing  that  date  is  used.    This  is  because  many  times 
the  dates  must  be  input  to  the  computer,  and  28  Jan  75  takes  up  too 
many  spaces.    Instead,  the  Air  Force  uses  a  four-digit  number*  this 
number  is  called  the  Julian  date.    The  first  position  of  the  Julian 
date  indicates  the  year.    For  example,  5164  indicates  the  year  1975. 
The  other  three  positions  identify  the  Ba^  of  the  year.    Since  there 
are  365  days  in  a  year,  this  three  position  number  would  run  from  001, 
1  January,  through  365,  31  December.    23  January  1975  would  convert  to 
5023  Julian  date.    The  classrooms  in  this  course,  as  well  as  your  future 
place  of  duty,  will  have  the  correct  Julian  date  posted  for  you  to  use 
because  you'll  have  to  use  it  every  day. 

As  the  Julian  date  in  the  sample  figure  on  page  6  is  4040,  it 
breaks  down  as  follows: 

4  =  1974 

4  =  the  40th  day  of  the  year,  or  9  February 
0 


Serial  Nunter.    Still  looking  at  the  sample  figure  on  page  6,  look 
at  the  last  four  digits  of  the  requisition  number.    These  four  numbers 
are  called  the  serial  number.    The  computer  assigns  serial  numbers  to 
requisitions  automatically  beginning  every  morning  with  0001. 


You  may  be  asking  "Do  I  really  need  to  learn  all  this?"  Definitely 
yes.    Not  only  may  you  be  assigned  to  the  Receiving  Section  at  your 
next  base,  you  must  actually  use  this  information  in  this  course  now 
and  before  you  graduate.    So  let's  use  it. 


7 

002-04-01-01 

393 


When  the  computer  outputs  the  receipt  due-in  card  (REC  card)  and 
It  arrives  in  the  Receiving  Section,  it  is  filed  in  the  Receipt  Due-in 
Card  File  in  requisition  nutnber  sequence.    This  n«ans  that  the  card  is 
filed  in  order  by  its  last  eight  digits,  first  by  Julian  date,  then  by 
serial  number.    Take  a  few  minutes  to  study  the  filing  order  shown  in 
figure  2.    Remember  how  it  is  done  because  you're  going  to  have  to  do 
It  yourself  pretty  soon. 
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A  complete  new  REC  file  is  output  by  the  computer  as  often  as  the 
Chief  of  Supply  determines  one  Is  needed.    The  volume  of  requisitions 
ajone  could  influence  his  decision;  he  may  determine  that  a  new  file 
is  needed  every  two  weeks,  once  a  month, or  once  every  two  months. 
When  certain  types  of  changes  are  made  to  internal  records  which  affect 
the  requisitioned  stock  number,  a  replacement  REC  card  is  autom:t1cally 
output  to  replace  the  one  in  file. 


Take  a  few  minutes  and  answer  the  following  questions  on  a  sheet 
of  scratch  paper.  Once  you  have  finished  answering  these  questions 
check  your  responses  against  the  answer  key  that  your  instructor  has. 


Ql.  What  does  MILSTRIP  stand  for? 

Q2.  Requisitions  are  prepared  by  the  computer  for  what  two  reasons? 

Q3.  Requisitions  are  transceived  to  who? 

Q4.  When  is  a  receipt  due-m  card  prepared  by  the  computer? 

Q5.  What  is  the  TRIG  for  a  receipt  due-in  card? 

Q6.  Receipt  due-m  cards  are  filed  in   sequence. 

Q7.  How  often  is  a  new  receipt  due-in  card  file  output? 


Q8.  Arrange  the  receipt  due-ln  cards  shown  below  In  proper  sequence, 
(d..  c.  a.,  etc.). 
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Supplies  are  requisitioned  by  other  sections  In  Base  Supply,  but 
the  Receiving  Section  has  the  responsibility  for  receiving  all_  In- 
coming property  destined  for  the  FB  (supplies)  or  FE  (equipment) 
accounts  In  Base  Supply.    When  the  transportation  carrier  arrives 
with  property,  whether  by  truck,  rail  car,  or  parcel  post,  a  trans- 
portation representative  and  the  receiving  inchecker  must  process 
and  sign  for  the  property.    As  the  property  is  removed  from  the 
transportation  carrier,  they  check  to  insure  that  each  piece  is 
addressed  to  the  FB/FE  stock  record  account.    If  the  address  is 
correct,  the  property  Is  sorted  and  matched  with  the  paperwork. 
There  should  always  be  a  receiving  document  (DD  Form  1348-1)  for 
each  item  received.    DD  Form  1348-1  is  output  by  the  depot  in  four 
copies.    The  first  copy  is  kept  by  the  person  who  shipped  the  property 
and  the  remaining  copies  accompany  the  property.    The  inchecker  removes 
the  receiving  documents  from  the  shipping  container  and  compares  it  with 
the  serviceable  tag  (DD  Form  1574)  or  serviceable  label  (DD  Form  1574-1) 
that  is  attached  to  the  property.    This  is  done  to  verify  that  the  stock 
number  »^ece1ved  is  the  same  as  the  one  shown  on  the  receiving  document. 
The  quantity  received  and  the  quantity  printed  on  the  receiving  document 
arealso  compared.    The  stock  record  account  number  (SRAN)  on  the  receiv- 
ing document  is  reviewed  to  insure  that  each  Base  Supply  receives  only 
those  items  that  are  addressed  properly.    Figure  3  is  a  sample  of  the 
receiving  document  being  compared  with  a  serviceable  tag.    Take  a  few 
minutes  to  look  at  the  example  in  figure  3  and  familiarize  yourself 
with  the  location  of  the  different  check  points. 
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Figure  3 


In  addition  to  checking  property  visually  to  insure  identity  and 
agreement  with  the  documentation,  you  should  check  each  piece  closely 
for  visual  damage.    If  certain  items  have  visual  damage  or  some  items 
are  missing,  the  inchecker  obtains  the  signature  of  the  carrier's  agent 
on  the  bm  of  lading  that  accompanies  the  property.    After  these  checks 
have  been  made,  the  inchecker  receipts  for  the  property  that  was  off- 
loaded. 
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Normally,  anyone  assigned  to  the  Receiving  Section  can  receipt  for 
property  after  it  is  off-loaded  from  the  tran5portation  carrier.  However, 
if  an  item  is  "classified",  only  those  persons  that  have  been  authorized 
and  identified  by  the  Chief  of  Supply  can  receipt  for  these  items. 
Personnel  authorized  to  receipt  for  classified  property  must  possess  a 
DD  Form  577,  Signature  Card,  and  must  show  it  to  the  individual  deliver- 
ing (transportation  carrier)  the  property  before  signing  for  it.  These 
items  should  never  be  left  unattended  after  receipt  except  when  secured 
in  a  classified  storage  area.    Every  Receiving  Section  has  an  established 
classified  storage  area.    Receipts  of  classified  material  will  be  afforded 
priority  handling  throughout  the  receiving  process. 


Before  we  co!^tinue  with  the  next  step  in  the  receiving  process, 
answer  these  questions  on  a  piece  of  scratch  paper. 

Q9.  What  check  points  are  made  when  comparing  the  receiving  document 
and  the  serviceable  tag  or  label? 

QIO.    Who  can  receipt  for  "classified"  property? 

Qll.    When,  if  ever,  can  "classified"  property  be  left  unattended 
after  it  has  been  receipted  for? 

Q12.  Whose  signature  is  obtained  if  damage  to  property  is  discovered 
during  off-loading? 

Match  the  receiving  documents  shown  in  figure  4  with  the  serviceable 
tags  displayed  for  the  next  three  questions.    Be  sure  to  compare  the  re- 
quired check  points. 
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Figure  6 
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Q13.  Which  receiving  document  matches  the  serviceable  tag  shown 
below? 


f8S 


[Hi 

.Is* 


^15  00  756  17^7 
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Q14.  Which  receiving  document  matches  the  serviceable  tag  shown 
below? 
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Q15.    Which  racalvtng  document  matches  the  •ervlceable  tag  shown 
below? 


rtM.  ^APT  NO.  AND  IT«M  0B1C«»^T»0»* 

({OToi^  Assy 

SCKVlCIAftLE  TAC-IUTEtlEt 

NBMT  INt^BCTION  0« •'O V BMCJJIOI TlOW 
AQB  OATl                                   iC«D€  j% 

iNftPBCTtON  ACTIVITY 

IBWIAL  NUMSBA/WOT  NUMSBM 

WMI  T  09 

•MWICTOIft  •«*•»■  OH  UTimm  »MO  OATS 

QUANTITY 

/ 

HBMAPIHB 

Q16.    How  many  copies  of  the  receiving  document  are  received  with 
property  delivered  to  Base  Supply? 

Once  the  property  Is  off-loaded  and  receipted  for,  It's  time  to 
bagln  the  processing  procedure.     The  first  step  In  the  process  Is  to 
incheck  the  property.     This  Is  accomplished,  logically  enough,  by  the 
inchecker.     He  Is  to  prepare  the  property  for  Inchecklng  by  arranging 
the  Items  according  to  priority  and  whether  It's  classified,  sensitive 
or  hazardous.     Classified  property  and  receipts  containing  priority  01 
through  08  (cc  60  and  61  on  the  receiving  document)  must  be  processed 
first.     After  the  property  is  segregated  the  inchecker  removes  all 
three  copies  of  the  receiving  document  so  that  he/she  can  physically 
count  the  property  received  and  compare  it  with  the  quantity  reflected 
on  the  receiving  document.     Before  the  inchecker  counts  the  property 
he  stamps  the  first  copy  of  the  receiving  document,  DOCUMENT  CONTROL 
and  the  third  copy  of  the  receiving  document  WAREHOUSE  COPY. 
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The  physical  count  is  a  critical  step  in  the  inchecking  function 
because  we  must  make  sure  that  the  quantity  received  is  the  same  as 
the  quantity  shipped  (that  is,  the  quantity  shown  on  the  receiving 
docimient) .    One  of  three  possible  conclusions  will  be  brought  about 
as  a  result  of  this  comparison. 


First,  and  most  common,  is  a  case  where  the  physical  count  is  the 
same  as  the  quantity  reflected  on  the  receiving  document.  Secondly, 
the  physical  count  is  less  than  the  quantity  shown  on  the  receiving 
document  and  finally,  the  quantity  received  is  more  than  the  quantity 
reflected  on  the  receiving  document.    Let's  discuss  the  procedure  in 
each  instance. 


In  the  first  situation  where  the  quantity  physically  counted  is  the 
same  as  the  quantity  on  the  receiving  document,  the  inchecker  would 
sign  and  date  (Julian  date)  the  receiving  document  in  block  7. 


When  the  inchecker  signs  and  dates  the  DD  Form  1348-1,  he  places 
the  property  in  either  a  tote  box  or  hold  bay.    Tote  boxes  are  for 
small  items  and  hold  bays  are  Tor  very  large  items  too  big  to  fit  In 
a  tote  box.    Tote  boxes  and  hold  b.^ys  are  identified  by  a  three  digit 
location  designator  code;  the  firsi  digit  is  an  alpha  and  the  second 
and  third  digits  are  numeric.    T05  ./ould  identify  tote  box  number  5; 
HOB  or  BOB  would  identify  hold  bay  number  5.    (Each  base  has  the  option 
to  use  either).    Tote  boxes  are  like  a  rectangular  plastic  clothes  basket 
with  a  number  painted  or  stenciled  on  it.    More  than  one  receipt  can  be 
put  into  a  tote  box.    Hold  bays  are  large  rectangles  painted  on  the  floor 
in  the  Receiving  Section.    Separate  tote  boxes  and  hold  bays  are  used  for 
receipts  having  requisition  priority  designators  01  through  08.  Local 
policy  decides  how  they  will  look  different  from  routine  tote  boxes  and 
hold  bays.    Some  bases  paint  priority  tote  boxes  red  and  paint  a  red 
stripe  around  the  bay.    Other  bases  stripe  the  tote  box  and  reserve 
certain  bay  numbers  for  priority  items.    Regardless  of  the  method  used, 
priority  01  through  08  items  are  always  processed  first. 


When  the  inchecker  places  the  property  in  a  tote  box  or  hold  bay, 
he  writes  the  three  digit  code  on  the  face  of  the  00  Form  1348-1.  Then 
he  places  all  copies  of  the  00  Form  1348-1  with  the  property  in  the  tote 
box  or  hold  bay.    Look  at  figure  5  and  notice  the  entries  made  by  the 
inchecker. 
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Figure  5 


Now  that  you  are  familiar  with  the  inchecker  entries  for  a  receipt 
that  does  not  have  any  discrepancies,  complete  problem  one  in  your 
workbook. 
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Now  let's  discuss  the  situation  where  the  inchecker  physically 
counts  the  property  and  discovers  that  the  quantity  received  is  less 
than  the  quantity  shown  on  the  receiving  document.    This  is  called 
a  shortage. 

For  example,  if  the  receiving  document  specifies  that  a  quantity 
of  three  each  was  shipped  from  the  source  of  sudpIy.  but  onlv  two  p«rh 
were  actually  received,  a  shortage  would  exist.    This  shortage  can 
result  from  an  item  being  lost  in  shipment,  being  stolen  en  route, 
or  having  the  wrong  quantity  shipped  from  the  source  of  supply.  Regard- 
less of  the  reason  for  the  shortage,  the  computer  due-in  detail  record 
must  be  adjusted;  otherwise,  the  quantity  short  will  remain  on  the 
computer  until  action  is  taken  to  correct  the  record.    The  due-in  de- 
tail record  is  adjusted  by  modifying  the  receipt  due-in  card  prior  to 
input.    The  receipt  due-in  card  is  modified  from  the  entries  placed  on 
the  receiving  document  by  the  receiving  clerk. 


The  inchecker  is  responsible  for  changing  the  quantity  on  the  re- 
ceiving document  to  reflect  the  actual  quantity  received.    This  Is 
accomplished  by  drawing  a  single  line  through  the  quantity  on  the 
receiving  document  and  manually  entering  the  quantity  received  directly 
above  the  lined  through  quantity.    In  addition,  the  inchecker  must  identi 
fy    the  quantity  short  in  block  GG  followed  by  the  phrase  "SHIPPED  SHORT. 


When  the  inchecker  has  completed  these  entries,  he  must  sign  and 
date  block  7  and  annotate  the  tote  box  or  hold  bay  just  as  he  did  in 
the  preceding  situation.    Direct  your  attention  to  figure  6  for  an 
example  of  a  revised  receiving  document.    Notice  that  the  inchecker 
has  changed  the  original  quantity  on  the  top  line  of  print  (cc  25 
through  29)  of  the  receiving  document,  and  that  the  phrase  1  SHIPPED 
SHORT  appears  in  block  GG,    He  has  also  signed  and  dated  block  7  and 
annotated  the  tote  box  number  on  the  receiving  document. 
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Figure  6 
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Now  complete  problem  2  of  the  workbook. 


Suppose  we  have  a  Bituatton  whwe  th«  InchacUr  dl»coT«ri  that  we 

receive  worm  th^n  what        r.fl.o^«'«  —  k*<«o  -hinn-H.    TV,i«  1« 
called  an  overaae . 

An  overage  occurs  when  the  quantity  received  is  greater  than  the 
Quantity  reflected  on  the  receiving  document.    The  procedure  for  corr- 
ecting the  receiving  document  is  to  line  through  the  quantity  field  on 
the  ??P  line  of  print  (cc  25  through  29)  of  the  receiving  document  and 
tS  a  nSt  te  the  quantity  received  <li^ectly  above  the  line  through 
quantity.    The  quantity  that  is  over  is  entered  in  block  GG   and  followed 
with  the  phrase  "SHIPPED  OVER". 

An  example  of  a  corrected  receiving  document  for  an  overage  receipt 
is  illustrated  in  figure  7.    Notice  that  the  original  quantity  on  the 
;^ce  V  ng  document  was  five  each  and  was  changed  to  «  9ht  each  by  the 
Tnchecke?.    The  eight  each  is  the  amount  ^."fpl^.^^vEr^^ 
the  source  of  supply.    Block  G6  is  annotated  with    3  SHIPPED  OVER  . 
Tgain    SI  ?nc^e°ker  signs  and  dates  block  7  and  annotates  the  tote  box 
or  hold  bay  number  on  the  receiving  document. 
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Figure  7 


Now  go  to  your  workbook  and  complete  problem  three, 
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Use  a  sheet  of  scratch  paper  to  answer  the  following  questions. 

Q17.    What  does  the  inchecker  do  with  the  receiving  document  after 
he  has  entered  the  tote  box  or  hold  bay  number? 

Q18.    Which  block  of  a  receiving  document  does  an  Inchecker  sign 
and  date? 

Q19.    What  are  receipts  called  when  the  quantity  received  is  less 
than  the  quantity  reflected  on  the  receiving  document? 

Q20.    What  is  entered  in  block  GG  of  a  receiving  document  when  the 
quantity  received  is  more  than  the  printed  quantity  on  the  receipt 
document? 

Q21 .    What  is  entered  in  block  GG  of  the  receiving  document  when 
the  quantity  received  is  less  than  the  printed  quantity  on  the  receiving 
document? 

Use  figure  8  to  answer  questions  22  through  24. 
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Figure  8 

Q22.    Who  was  the  inchecker  for  the  receipt? 

Q23.  What  entry  would  be  made  in  block  6G  if  you  physically  received 
five  each  for  the  receipt  shown  above? 

Q24.  What  entry  would  be  made  In  block  GC  if  you  physically  received 
three  each  for  the  receipt  shown  above? 

Grade  yourself  using  the  answer  key  located  at  your  instructor's  desk. 
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What  if  only  «  portion  of  the  receipt  1a  determined  to  be  unserviceable, 
Receipts  that  contain  aerviceable  and  unaerviceable  (reparable)  items  cannot 
be  processed  on  the  seme  receiving  documsjit.    When  a  portion  of  a  shipment 
Is  damaged ,  the  damaged  quantity  will  be  extracted  to  another  receiving 
document  using  the  same  document  number  (cc  30  through  43).    The  extracted 
quantity  will  be  processed  ss  another  transaction  and  TEX  code  P  (damaged 
In  shipment)  or  TEX  Z  (hidden  defects)  must  be  used  on  the  input.  For 
example:    Suppose  that  tvo  serviceable  generators  vere  shipped  from  a 
Source  of  supply,  and  one  vas  damaged  during  shipment.    Both  generators 
have  the  same  stock  number,  but  different  conditions;  one  is  serviceable 
and  one  is  unserviceable  (reparable).    The  serviceable  and  unserviceable 
generator  Inputs  must  be  processed  separately  through  the  computer. 

To  acco^>llsh  this  separate  processing  action,  the  damaged  quantity 
is  extracted  to  another  receiving  document  and  the  quantity  on  the  original 
receiving  document  is  adjxisted  to  the  amount  received  in  a  serviceable 
condition,    This  means  there  are  tvo  separate  receiving  documents  to  be 
processed.    Figure  16  is  a  sample  of  an  adjusted  receiving  document  for 
the  serviceable  portii^n.    In  this  example,  a  quantity  of  five  each  vas 
received  but  only  three  of  them  vere  serviceable.    This  means  that  tvo 
each  vere  declared  unserviceable  (reparable).    Notice  that  the  quantity 
has  been  changed  to  reflect  this  condition. 
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Figure  16 


As  already  mentioned,  the  damaged  portion  (two  each  in  this  example) 
must  be  extracted  to  another  document.    Figure  17  illustrates  the  extract 
document  for  this  situation.    Follow  along  as  we  explain  how  to  prepare 
an  extract  document. 
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Figure  17 

The  top  line  is  duplicated  from  the  receiving  document  in  figure  16 
with  a  few  exceptions: 

(1)  cc  7  contains  condition  code  'T''  to  identify  this  receipt  as 
unserviceable  (reparable). 

(2)  cc  25  -  29  reflects  the  unserviceable  (reparable)  quantity. 

(3)  cc  51  contains  the  appropriate  TEX  code  (P  =  damaged  in  shipments 
or  Z  =  hidden  defects) . 

(4)  cc  71  is  left  blank.    This  card  column  indicates  the  condition 
of  the  property  at  the  time  it  was  shipped  from  the  source  of  supply. 
Since  we  do  not  know  for  sure,  this  card  column  will  be  left  blank. 
Everything  else  will  be  duplicated. 

The  otherentrles  required  on  the  extract  document  are  1n  block  A  (shipped 
from),  block  B  (shipped  to),  block  X  (Item  name  and  ERRC  designator)  and 
blocks  7  and  8  (receiving  inchecker  and  supply  inspector  respectively). 
It's  important  to  note  that  local  policy  at  your  next  base  may  require  more 
or  less  information  on  an  extract  document.    For  school  purposes,  you 
should  remember  the  forrrat  just  covered. 

Now  that  you  are  familiar  with  how  and  when  to  prepare  an  extract 
document,  let's  prepare  onel    Complete  problem  four  in  your  workbook. 
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Nov  l«t*t  look  At  chft  in«pector*a  reapontlbilitiea  tovard  property 
received  in  BMe  Supply.     Suppose  the  inchecker  receives  sooe  itess  of 
property  th«t  vere  dsmaged  in  shipnent;    boxes  with  holes,  dents,  or  crushed 
corners,  torn  vrsppings,  cracked  or  broken  boards  in  crates,  containers 
that  leek,  etc.    What  does  the  inchecker  do  with  these  items  since  he  is 
not  euthorised  to  open  the  containers  and  verify  their  condition?  Who 
does  open  boxes  to  inspect  the  contents  for  danage? 


Upon  completion  of  the  inchecker  actions,  the  property  and  all  copies 
of  the  receiving  docuaent  are  forvarded  to  the  inspector.    The  inspector 
is  responsible  for  verifying  that  the  identity  (stock  nuaber) ,  condition 
(serviceable,  reparable,  or  condeioned) ,  and  status  (conplete  or  incomplete) 
of  the  item  received  are  identical  to  thoee  printed  on  the  receiving  docu- 
ment.   Homver,  the  insp«»ctor  is  NOT  responsible  for  inspecting  every 
item  received  in  Base  Supply.    This  is  due  to  the  large  volume  of  property 
that  is  received  daily  at  a  Base  Supply  Receiving  Section. 


In  Block  III  Lesson  II  ve  mentioned  %rarranty/guarantee  itev 
you  will  see  hw  they  are  brought  into  the  supply  system. 


Nov 


Suppose  a  box  of  cslculators  come  into  receiving  and  affixed  to  the 
box  is  an  AF  Form  109  7,  Warranty /Guaranty  Sticker.     Upon  receipt  of  a 
Hotice^To-Stock  a  copy  of  the  warranty/guarantee  is  placed  in  a  plastic 
or  paper  bag  prior  to  storage.    The  receiving  document  is  annotated  by  the 
Inspector  with  the  model,  serial  number,  manufactures  name  and  address  and 
any  other  data  required  locally.    This  is  to  assure  sufficient  identifica- 
tion of  the  item  to  the  warranty.     Belw  is  a  copy  of  an  AF  Form  1097  so 
you  will  bs  able  to  recognize  it  when  you  see  one. 


WARRANTY/ GUARANTY  ITEM 


IT1M.  MAO,  Mooe  Ha 


>  a/  UQN./  OONTHACT  NO 


DAH  ftlClfVfO 
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DO  NOT  attempt  ln-hou*€  repair.  It  may  render 
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Why  la  this  ioiportant?    Because  the  routing  of  annotated  receiving 
docunenta  and  copiea  af  warrantiea  vary  depending  primarily  cm  the  activity 
rcapoaaible  for  the  maintenance  of  the  end  item.    Who  are  these  activities? 

(1)  Base  Civil  Engineers  on  items  maintained  or  repaired  by  C.E. 

(2)  Vehicle  Maintenance  Office  on  new  motor  vehicles. 

(3)  Contract  Maintenance  Branch  of  Procmrement  for  machines  and 
equipxaent  requiring  serialized  control  and  for  items  under 
warran  ty/gxiaranty . 

(4)  Other  maintenance  offices  (ie.,  Aircraft,  Avionics,  Communications) 
handle  centrally  procured  items  under  warranty/  guaranty. 

These  using  organizations  receive  warranty /guaranty  materiel  direct 
from  local  vendor/contract^ra  or  from  Base  Supply. 

Also  the  inspector  will  initiate  action  to  assign  an  Issue  Exception 
Code  B  to  the  item  record.     Issue  Exception  Codes  are  used  to  Identify 
issue  conditions  peculiar  to  an  item.    When  the  code  is  loaded  into  the 
computer  the  phrase  (*WAiUlANTY  or  SERIALIZED  NUMBERED  ITEM)  is  printed 
on  the  ISU/DOR  document.     The  Inspection  Section  is  the  monitor  for  lEX 
code  B.    This  is  why  all  inquiries  concerning  warranty /guarantee  items 
will  be  directed  to  the  inspector. 

To  inspect  property  and  make  correct  decisions  about  it  requires  a 
tremendous  amount  of  knowledge,  years  of  experience  in  the  supply  system, 
and  training  in  inspection  responsibilities  and  procedures.    No  one's  memory 
can  retain  all  the  Information  required  to  work  in  the  Inspection  Section; 
several  shelves  of  supply  publications,  including  all  those  you  worked 
with  earlier  in  the  course,  are  in  the  Inspection  Section  to  research 
decisions  or  questions  on  property. 

Let's  look  at  a  couple  of  instances  where  the  inspector  would 
verify  the  identity,  condition,  or  status  of  an  item.     Suppose  you  received 
an  item  that  had  a  stock  number  on  the  serviceable  tag  that  was  different 
from  the  stock  nuni)er  on  the  receiving  document.    The  inspector  would  obtain 
the  part  number  from  the  item  itself  and  research  the  MCRL  PT  1,  Master 
Cross  Reference  List,  (you  learned  about  the  MCRL  and  its  uses  in  Block 
I)  to  determine  the  correct  stock  nun±>er.     Another  example  would  be  in 
the  case  where  an  item  appeared  to  be  damaged  but  the  inspector  was  not 
sure  about  its  condition.     In  this  case,  the  inspector  could  request  the 
assistance  of  a  maintenance  technician  in  determining  whether  or  not  the 
item  was  serviceable. 
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Items  which  are  1n  a  serviceable  condition  normally  have  a  Serviceable 
Tag,  DD  Form  1574.  or  a  Serviceable  Label.  DD  Form  1574-1.  attached  to 
the  Item  or  Its  container.    These  forms  are  yellow  in  color  and  are  used 
to  Identify  the  serviceability  of  property  received,  sto^d.  or  Issued  by 
the  Air  Force.    Figure  9  is  an  example  of  a  Serviceable  Tag.  DD  Form  1574. 
Pay  particular  attention  to  the  blocks  that  are  numbered.    They  are  the 
more  Important  entries  required  on  a  serviceable  tag. 


Figure  9 


Let's  prepare  a  serviceable  tag!    Complete  the  DD  Form  1574  in 
figure  6  of  your  workbook.    Use  the  serviceable  tag  shown  above  and  the 
instructions  below  to  complete  the  serviceable  tag  in  figure  6  of  your 
workbook . 

The  numbers  below  correspond  to  the  ones  that  appear  on  the  serviceable 
tag  in  figure  9.    Complete  each  entry  on  the  tag  in  figure  6  of  your 
workbook  as  we  discuss  it. 


1.    This  block  is  used  for  the  stock  number,  part  number,  and  item 
description.    For  our  exercise  use  the  stock  number  1660  00456  1867, 
part  number  6U678-34,  and  the  item  description  of  "valve".    Write  these 
entries  on  your  blank  DD  Form  1574. 
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2.    This  block  contains  the  unit  of  Issue  for  the  Item  such  as 
each.  pair,  dozen,  etc..  and  is  usually  abbreviated.    For  our  example 
use  "ea"  for  each. 


3.  If  the  tag  is  attached  to  the  item  It  will  reflect  a  quantity 
of  one*    However,  if  it  is  attached  to  the  container  then  the  total 
quantity  should  be  reflected  on  the  tag.    For  our  problem  use  a  quantity 
of  one. 

4.  The  condition  code  "A"  must  be  assigned  to  these  labels  because 
this  code  identifies  the  property  as  being  in  serviceable  condition  and 
these  tags  are  for  serviceable  items. 

5.  This  block  is  signed  or  stamped  by  the  responsible  Inspector.  If 
a  stamp  is  used,  no  other  action  is  required.    If  a  signature  Is  used, 
the  date  must  also  be  entered.    For  school  purposes,  sign  your  name 

and  the  date  in  this  block. 

Once  you  have  completed  your  form,  compare  it  with  the  completed  one 
in  the  instructor's  answer  key. 

As  previously  mentioned,  the  inspector  Is  not  required  to  check  every 
item  received  for  reasons  already  covered.    However,  if  the  Inspector  does 
inspect  an  item,  he  must  so  indicate  on  the  receiving  document  by  signing 
(or  stamping)  and  dating  block  8.    Of  course,  if  he  does  not  inspect  an 
item,  block  8  will  be  left  blank.    Figure  10  shows  the  inchecker  and 
inspector  entries  on  a  receiving  document. 
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Figure  10 


As  you  can  see,  the  item  was  inchecked  by  Jim  Williams  on  the  7061 
day  and  placed  in  tote  box  T07.    On  the  same  day,  RVT  Mesa  inspected 
this  item.    If  you  can  not  locate  this  information  on  figure  10,  ask 
your  Instructor  for  assistance. 


When  items  are  received  in  an  unserviceable  (reparable)  condition, 
the  supply  inspector  must  indicate  the  condition  on  the  receiving 
document.    There  are  different  condition  codes  (f,  g,  and  h)  that  are 
used  for  Identifying  particular  situations.    For  instructional  purposes, 
we*n  use  the  condition  code  "G". 
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CAUTION:    Just  because  we've  chosen  to  use  the  condition  code  "G"  for 
Instructional  purposes,  we  must  tell  you  that  there  are  several  condition 
codes  which  will  allow  a  receipt  to  process.    You  must  insure  that  you 
use  the  correct  condition  code  and,  if  necessary,  TEX  code  on  receipts 
you  process.    For  example,  if  an  item  is  damaged  in  shipment  (TEX  code 
P)  or  has  a  hidden  defect  {TEX  code  Z),  your  Base  Supply  surely  doesn't 
want  to  pay  for  the  item;  you  can  be  sure  you'd  hear  about  it  if  you 
processed  a  damaged-in-shipment  item  with  a  condition  code  "G"  and  didn't 
put  a  "P"  or  "Z"  in  cc  51 . 


Condition  code  "G"  identifies  an  item  as  unserviceable  incomplete 
(missing  part).    In  most  cases,  the  item  is  reparable  if  the  base  has 
repair  capability.    When  items  are  received  in  unserviceable  (reparable) 
condition,  the  inspector  indicates  the  condition  on  the  receiving  document 
by  making  three  additional  entries.    Look  at  figure  11  as  we  point  out 
each  of  these  entries. 
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The  first  entry  appears  In  cc  7  on  the  top  line  of  print.    Notice  that 
condition  code  "G"  has  been  entered.    Next,  notice  that  card  coluiw  71  on 
the  top  line  originally  contained  an  "A".    This  card  column  reflects  the 
condition  of  the  Item.    The  "A"  of  course  denoted  that  the  Item  was  shipped 
as  serviceable.    Since  this  was  found  not  to  be  the  condition  of  the  Item 
when  It  was  Inspected,  the  inspector  must  change  It  to  reflect  the  conditloi 
The  last  entry  to  be  changed  Is  block  "P".    This  entry  will  also  be  changed 
to  reflect  a  condition  code  "G".    Once  the  Inspector  makes  these  changes 
on  the  receiving  dociment,  he  signs  (or  stamps)  and  dates  block  8.  The 
property  and  paperwork  are  then  placed  in  the  reparable  hold  area  pending 
disposition  Instructions.    This  means  that  the  item  is  taken  out  of  the 
tote  box  or  hold  bay  and  moved  to  the  receiving  section  reparable  hold 
area. 


If  the  property  is  found  damaged  but  reparable,  the  inspector  prepares 
an  Unserviceable  (reparable)  Tag-  DD  Form  1577-2.  or  Unserviceable  Label. 
DD  Form  1577-3.    The  reparable  tag  «nd  label  are  green  in  color  and  used 
for  property  which  is  in  a  reparable  condition.    Figure  12  is  an  example 
of  a  completed  DD  Fom  1577-2.    Pay  close  attention  to  the  completed  blocks 
•S  we  discuss  each  one.   But  first  take  juat  a  fev  alnutaa  to  answer  the 
following  questions  on  a  piece  of  scratch  paper. 

Q2S.    What  type  of  code  is  assigned  to  warranty /guarantee  items? 

Q26.    What  A7  Form  identifies  an  itam  as  being  varranty/guarantee? 

Q27.    What  aaction  monitors  lEX  code  B  for  warranty /guarantee  items? 

Q28.    The  raceipt  document  is  annotated  with  the   ,  serial  number, 

  and  any  othar  data  required  locally. 
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Figure  12 


Block  1.  This  information  is  the  same  as  what  was  entered  on  the 
serviceable  tag  (DD  Form  1574):  stock  number,  part  number,  and  item 
name . 

Block  2.  This  block  ^hould  reflect  the  stock  record  account  number 
for  the  base  from  which  the  inspector  ib  assigned. 

Block  3.    The  appropriate  condition  code  is  entered  as  determined 
by  the  inspector. 

Block  4.    This  block,  as  indicated  by  the  title,  contains  the 
reason  for  the  reparable  condition. 

Block  5.    The  inspector  completing  this  tag  m,i^t  sign  (or  stamp) 
and  date  this  block. 

Blocks  6  and  7.    These  blocks  are  self-explanatory. 
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Take  a  few  minutes  to  study  the  steps  taken  by  the  inspector  when 
processing  an  unserviceable  (reparable)  receipt.    Review  the  entries 
made  on  the  receiving  document  by  the  inspector  and  the  blocks  that 
•re  completed  on  a  DD  Form  1577-2.    Once  you  are  sure  of  the  actions 
taken  by  the  inspector,  complete  problem  5  in  the  workbook. 

When  property  is  found  unserviceable  (condemned),  the  inspector  is 
authorized  to  condemn  the  item.    As  in  the  case  with  the  unserviceable 
(reparable)  material,  the  inspector  must  annotate  the  receiving  document 
to  reflect  the  condition  of  the  property.    The  areas  changed  by  the 
inspector  for  an  unserviceable  (reparable)  item  are  the  same  ones  that 
are  changed  for  an  unserviceable  (condemned)  item.    Condition  code  "F" 
will  be  used  to  indicate  that  the  receipt  is  condemned.    The  inspector 
will  enter  condition  code  'T" "  in  cc  7  and  71  on  the  top  line  of  print 
and  block  "P"  of  the  receiving  document.    Then,  as  before,  the  inspector 
must  sign  (or  stamp)  and  date  block  8.    Figure  13  is  an  example  of  a 
receipt  that  has  been  condemned  by  the  inspector.    Notice  the  entries 
that  were  made  by  the  inspector. 
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At  this  point,  the  inspector  will  prepare  an  input  to  transfer  the 
property  to  the  DPDO  activity  so  that  the  item  can  be  disposed  of. 
This  card  Is  forwarded  to  the  Receiving  clerk  for  processing. 

The  inspector  must  also  prepare  an  Unserviceable  (condemned)  Tag  - 
DD  Form  1577.    This  tag  is  red  in  color  and  is  used  to  identify  condemned 
property.    Figure  14  is  an  example  of  a  completed  DD  Form  1577. 
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Figure  14 

Fonow  along  as  we  discuss  each  of  the  completed  blocks. 

Block  1.    Contains  the  stock  number,  part  number,  and  item  name. 

Block  2.    FBI 968  for  Lowry. 

Block  3.    For  school  purposes,  condition  code  "H"  is  used  for 
condemned  items.    This  condition  code  means  that  the  item  is  beyond 
economical  repair.    If  the  cost  of  repair  exceeds  75X  of  the  cost  to 
replace  the  item,  it  is  considered  to  be  beyond  economical  repair. 

Block  4.    The  reason  for  this  action  is  that  the  condition  of  this 
item  is  condemned.    So, simply  stated,  the  reason  is  "condition  condenred", 

Block  5.    The  inspector  who  condemns  the  item  must  sign  (or  stamp) 
and  date  this  block. 

Blocks  6  and  7.  Self-explanatory. 

Now  it*s  time  for  another  problem.    Go  to  your  workbook  and  complete 
problem  six. 
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Anavttr  th«  following  qu«8tlon«  on  a  pUc«  of  scratch  papar. 

Q29.    Whara  la  tha  proparty  and  papanrork  fonmrdad  aftar  tha 
inchackar  haa  coaplatad  hlB  functlona  during  racaipt  procaaaing? 

Q30.    Tha  inapactor  ia  raaponaibla  for  varifying  tha   , 

condition,  and    ©f  itaaa  inapactad. 

Q31.    la  tha  inapactor  raquirad  to  inapact  avary  itaa  racaivad? 

Q32.    What  condition  doaa  DD  Fom  1577-2  indicata? 

Q33.    What  Ug  ia  attached  to  proparty  that  ia  aarvicaabla? 

Q34.    Which  block  of  tha  racaivlng  docuaent  doaa  tha  inapactor 
aign  (or  ataap)  and  data? 

Q35.    Doaa  tha  inapactor  aign  and  data  racaiving  docuaanta  whan 
ha  doaa  not  inapact  tha  proparty? 


Q36.    Where  ia  tha  condition  coda  entered  on  a  receiving  docment 
if  the  inspector  dtenainea  that  the  item  ia  unaerviceable  (reparable)? 
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Q37,    What  tag  doM  an  inspactor  c<MpUta  if  ht  daclaras 
a  racalpt  to  ba  unsarvlceabla  (coadaHiad}? 

Q38.    What  condition  doa»  DD  Form  1577-3  Indicate? 

Q39,    For  what  typa  of  racaipt  doa»  tha  intpactor  prapara 
an  input  to  tranrfar  property  to  DPD07 

Match  tha  form  in  tha  laft  hand  colm  with  thair  raepactiva 
colors  in  the  ri^t  hand  coIum,    Som  of  tha  colore  wmy  be  used 
aora  than  once  or  not  at  all. 


Q40. 

DD 

Form 

1577 

A. 

Brown 

Q41. 

DD 

Form 

1574-1 

b. 

Gr««n 

Q42. 

DD 

Form 

1577-3 

c. 

Kad 

Q43. 

DD 

Fora 

1574 

d. 

Yellow 

Q44. 

DD 

Form 

1577-2 

Blue 
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Use  the  receipt  shown  below  to  answer  questions  45  through  48« 
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Q45.  When  was  this  receipt  inspected? 

Q46.  Who  was  the  inchecker? 

Q47.  Since  this  is  an  unserviceable  (reparable)  receipt,  have  all 

required  entries  been  made? 

QA8.  What  is  the  condition  code? 
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Use  figure  15  to  answer  questions  49  through  52. 
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Figure  15 

Q49.  What  Is  the  condition  code? 

Q50.  What  is  the  reason  for  the  reparable  condition? 

Q51.  When  was  this  tag  completed? 

Q52.  What  is  the  form  number  for  this  tag? 


Be  sure  to  check  your  answers  against  the  Instructor's  answer  key, 
If  you  had  any  problems  ask  your  instructor  to  clarify  them  for  you. 
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You  h*ve  now  completed  this  leseon  on  "Receiving  Proceduree.  Pert  One" 
Let's  briefly  review  wliAt  ves  covered.    All  nllltery  services  use  "Military 
Stendard  Requisitioning  end  Issue  Procedures"  (MILSTRIP)  to  requisition 
IteBS  fro«  sources  of  supply.    A  receipt  due-ln  card  Is  output  for  each 
requisition  and  forwarded  to  the  Receiving  Section  to  be  filed  in 
requisition  nu^er  smquence.    The  Receiving  Section  In  Materiel  Storage 
and  Distribution  Branch  processes  all  FB  supply  and  FE  equlpxwnt  Items 
arriving  oo  base. 

The  Inchecker  checks  the  property  for  damage,  compares  the  receiving 
docui«nts  against  tags  and  labels.    If  obvious  damage  Is  detected,  the 
Inchecker  obUins  the  carrier's  signature  to  confirm  the  fact.  The 
inchecker  must  also  count  the  quantity  received  and  compare  It  against 
the  quantity  reflected  as  being  shipped  on  the  receiving  document.  After 
u.  verifies  the  quantity,  the  property  is  then  placed  In  a  tote  box  or 
hold  bay.    The  Inchecker  enters  the  tote  box  or  hold  bay  on  the  receiving 
document  and  signs  and  dates  block  7. 

The  inspector  Is  responsible  for  Inspecting  property  for  status, 
identity,  and  condition  of  the  property.    The  contents  of  shipping 
containers  which  have  obvious  damage  are  Inspected  for  serviceability. 
If  inspection  Is  performed,  the  inspector  must  sign  (or  sUmp)  and  date 

block  8  of  the  receiving  document. 

You  learned  about  warranty/guarantee  items  and  the  sticker  used 
to  identify  these  Items.    The  various  responsible  activities  were 
hl^llghted.    Finally  the  responsibilities  of  the  Inspection  Section 
toward  warranty /guarantee  control. 

If  the  Inspector  detennlnes  that  an  Item  is  unserviceable  (reparable), 
he  must  annotate  the  receiving  document  to  reflect  the  condition  and 
prepare  DD  Form  1577-2  or  DD  Form  1577-3  to  be  attached  to  the  Item.  The 

roperty  and  documentation  Is  then  moved  to  the  reparable  holding  area 
while  waiting  for  disposition  Instructions. 
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If  «  portlQQ  of  a  receipt  Ia  declariid  to  be  imaervlceAble,  the 
i^sarvlcMble  portion  will  be  extracted  to  another  document  ualng  the 
aeae  dociaent  nxonber.    The  extracted  q^uantlty  vlll  be  proceMed  aa 
another  treneactlon  with  a  TEX  code  P  Cdeuged  ta  ehlpsent)  or  TEX 
code  2  (hidden  defects) . 

If  the  Inspector  determinea  that  an  item  it  unaerviceable  (reperable)» 
he  auet  annotate  the  receiving  document  to  reflect  the  condition  and 
prepare  DD  Form  1577-2  or  DD  Form  1577-3  to  be  attached  to  the  item.  The 
property  and  documentation  la  then  moved  to  the  reperable  holding  area 
while  waiting  for  dlapoaitlon  inatructlona. 

If  the  inspector  determines  that  an  Item  la  unserviceable  (condemned) 
he  must  indlceta  so  by  changing  the  receiving  document.    He  will  also 
prepare  a  DD  Form  1577  and  attach  it  to  the  property. 

Review  any  portion  you  feel  unsure  of;  then  aak  your  Instructor  for 
the  lessoa  appraisal  and  the  lassoo  appraisal  practical. 
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Study  Guides  (SGs).  Workbooks  (WBs).  Studv  Guide  and  Workbook  (SW). 
Progranwed  Texts  (PTs).  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  throuph  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  In  ^e^-ial  you  have  studied. 


Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


WB  G3ABR6A531  000 
August  1978 


RECEIVING  PROCEDURES,  PART  ONE 

Problem  One 

Complete  this  problem  by  making  the  required  entries  of  an  In^hecker 
on  th^  figure  ahown  below.    Use  the  lnfon«tlon  provided  below  to  make  the 
required  entries. 

JulUn  datet  7187 
Inchecker  %  You 
Tote  boxt  T17 


oodoodooqckiiekkck:^ 


H  ruu  lui-i 


YOK  INSTRUCTIONAL  PURPOSES  (MILY 


Don't  forget  to  check  your  work.    Once  you  have  completed  this  problem 
return  to  page  19  In  the  text . 
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Problem  TWot  Make  the  required  inchocker  entries  on  the  r<K*olvtn|\  ilorumont 
below  ualns  the  following  Informatloni  ^ 

Receiving  clerkt    Thomas  Hayes 
Julian  datei  7120 
Quantity  actually  received i  1 
Incheckert    Bill  Myers 
Tote  boxi  T13 


rOR  IHSTRDCTICNUL  PUVOSU  QMLT 


Be  sure  to  check  your  work  and  then  return  to  page  21  of  the  text. 
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11.4 n.  th*»  receiving  document  below  and  the  Infomatlon 

Incheckeri    Sam  Dunn 
Julian  date  I  7366 
Tote  boxi  T02 
Inspector!    Lanny  Wadklns 
Quantity  actually  received i  5 


FOR  INSTRUCTIONAL  PURPOSES  ONLY 


After  you  have 
of  the  text. 


finished  this  problem  check  It  out  then  return  to  page  23 
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blemFour:   The  receiving  document  displayed  in  figure*  has  been  received. 
Wh0T\  the  Items  were  accepted  it  was  found  that  one  of  the  Items  had  a 
hidden  defect.    Make  the  necessary  change(s)  on  figure  A  and  then  prepare  an 
eoftrac^t  document  on  figure  5   of  the  workbook,    After  you  have  completed  the 
forms,  compare  them  with  the  ones  in  your  instructor's  answer  key.   Than  raturn 
to  page  28  and  continue  with  Inapactor  rtaponaibilitiaa , 
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uie  iigures  7  »nd  8  on  the  next  p»ne  to  complete  this  problem. 

The  l„:^:e^i; T:J^^rVj.T.r.^^^^^^^^ 

the  required  entries  on  figure  7  to  process  this  «ce??;.  ' 

fi«.r.^i^?  ^*  Infomstlon  below  and  complete  the  DD  Form  1577-2  In 

figure  8of  your  workbook.    Complete  each  block  that  Is  underUn^S. 

Stock  Recoro  Account  Number  1  FB1968 

Part  number  I  7U35V 

Stock  number  I    1730  00  758  7386 

Condition  codei  G 

Item  name  I    AXLE  ASSY 

Unit  of  Issues  «a 

Quantltyi  1 

Reason  I    Broken  t^,. 

Inspector  I    John  Jones  7363 

After  completion  of  this  problem  return  to  page  36  of  the  text. 
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Problem  Six:      In  this  problem  you  will  perform  the  Inspector's  actions 
necessary  for  processing  a  receipt  that  has  been  condemned •    Use  figures 
^  andlO  on  the  next  page  to  complete  this  problem. 

Step  li    On    the  7325  day  this  receipt  was  Inspected  and  condemned. 
The  Inspector  was  Bob  Relnhart  and  the  condition  code  was  Hake  the 

required  entries  on  figure  9  to  process  this  condemned  receipt. 

Step  2 I    Use  the  Information  below  and  complete  the  DD  Form  1577  In 
figure  lOof  your  workbook.    Complete  each  block  that  Is  underlined. 

Stock  Record  Account  Number i  FB3059 

Part  number  I  6B-J78 

Stock  number  I    1560  00  756  7381 

Condition  codei  K 

Item  name  I  Cylinder 

Unit  of  Issue I  ea 

Quantity I  1 

Reasoni    Condition  condemned 
Inspectori    Jim  Hllllaros  7177 

After  completion  of  this  problem  return  to  page  39  of  the  text. 
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Study  Guides  (SGs),  Workbooks  (WBs),  Study  Guide  and  Workbook  (SW). 
Prcgrawned  Texts  (PTs),  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch  "  C3AJR6A531  000 

Lowry  Air  Force  Base,  Colorado  August  1978 


RECEIVING  PROCEDURES,  PART  TWO 


SCOPE 


In  the  last  lesson  you  learned  about  the  first  part  of  the  receiving 
process.    You  first  studied  the  inchecker's  responsibilities  such  as  off- 
loading property  from  the  transportation  carrier  and  checking  for  visual 
damage,  identifying  "overages"  or  "shortages"  by  comparing  the  quantity 
shipped  against  the  quantity  actually  received,  and  finally,  assigning 
property  to  a  tote  box  or  hold  bay.     From  this  point  the  paperwork  and 
property  was  given  to  the  inspector  so  that  he  could  perform  his  duties 


as  required. 


Now  that  we  have  the  property  inchecked  and  inspected,  it's  time  to 
complete  the  receiving  process  by  processing  it  through  the  computer. 
In  this  lesson  we  will  learn  about  the  responsibilities  of  the  receiving 
clerk  such  as  updating  receipt  due-in  cards  and  moving  property  to  the 
appropriate  distribution  point  upon  receipt  of  the  output  notice. 


OBJECTIVES 

1.  Describe  procedures  followed  to  prepare  discrepancy  reports  for 
property  received  in  unserviceable  condition. 

2.  Perform  the  tasks  required  of  the  receiving  clerk  and  inprocess 
three  receipts . 

3.  Determine  the  appropriate  disposition  of  property  for  two  output 
notices. 

INSTRUCTIONS 

To  complete  this  lesson  you  will  need  this  prograrmed  text,  a 
workbook,  AIS  Module  Test  Form  /M,  and  a  piece  of  scratch  paper.  Be 
sure  to  answer  the  embedded  questions  on  a  piece  of  scratch  paper  and 
then  check  them  against  the  instructor's  answer  key. 


Supersedes  FT  002-0'i-02-01  dated  March  1978. 
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Let*s  pick  up  where  we  left  off  in  the  previous  lesson.    We  completed 
Receiving  Procedures.  Part  One.  by  discussing  the  responsibilities  of  the 
Inspector  for  processing  unserviceable  receipts.    For  example,  the  various 
entries  he  rokes  on  the  receiving  document  and  preparation  of  appropriate 
condition  tags.    Well,  there  Is  one  other  step  to  be  performed  when  pro- 
cessing receipts  that  have  discrepancies.    Whenever  a  discrepancy  Is 
discovered  during  the  inchecking  or  Inspection  functions  of  the  receiving 
process,  a  decision  must  be  made  as  to  whether  or  not  it  should  be  re- 
ported.   Discrepancies  that  would  qualify  for  reporting  purposes  would 
be  any  receipt  that  Is  received  over,  short,  or  damaged.  Additionally, 
these  Items  must  have  a  cost  in  excess  of  $9.99  If  shipped  from  GSA  or 
$99.99  from  all  other  DOD  activities.    If  a  receipt  meets  these  pre- 
requisites, an  SF  (Standard  Form)  364  must  be  prepared  and  distributed* 
The  final  decision  whether  or  not  to  submit  a  report  of  Item  discrepancy 
rests  with  the  Inspector. 


An  example  of  a  prepared  SF  364  appears  in  figure  1  and  the  adjusted 
receiving  document  is  shown  in  figure  2.    Refer  to  both  of  these  as  we 
discuss  the  information  on  the  SF  Form  364,  Block    1  "Date  of  Preparation" 
Is  the  date  when  the  discrepancy  is  discovered  and  the  form  Is  prepared. 
Block  2  "Report  Number"  is  determined  by  the  Receiving  Section  which 
maintains  a  log  of  numbers  for  these  reports.    The  information  for  blocks 
3,  4.  6,  8,  9,  10,  11,  12,  13,  13b,  and  13c  is  taken  from  the  DO  Form 
1348-1,  Receiving  Document.'  Take  a  few  minutes  and  locate  this  Information 
on  the  receiving  document  shown  in  figure  2.    The  explanation  for  "Discrepancy 
Code"  (block  13d)  and  "Action  Code"  (block  14)  is  shown  in  the  bottom  portion 
of  the  SF  Form  364.    Block  15  contains  a  statement  of  facts  on  the  damaoed 
property  to  clarify  the  reason  for  the  discrepancy  report.    Read  the  in- 
formation shown  on  the  SF  Form  364  shown  in  figure  1  as  we  discuss  it 
In  more  detail . 


The  statement  on  the  SF  Form  364  specifies  that  the  "item  was  re- 
ceived damaged  with  no  physical  damage  to  the  shipping  container." 
This  means  that  the  item  was  damaged  before  it  was  packaged  for  ship- 
ment and  the  transportation  carrier  was  not  at  fault.    This  statement 
relieves  the  transportation  carrier  and  the  receiving  Base  Supply  of  the 
responsibility  for  paying  for  the  damaged  item. 
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RECEIVING  DOCUMENT  REFLECTED  THAT  2  EACH  WERE  SHIPPED  SERVICEABIE 
FROM  YOUR  STATION.  WHEN  RECEIVED'  AT  THIS  STATION  BOTH  ITEMS  RECEIVED 
WERE  DAMAGED  WITH  NO  PHYSICAL  DAMAGE  TO  THE  SHIPPING  CONTAINER  THIS 
WAS  DISCOVERED  UPON  INCHECKING  THE  MATERIAL  AND  THE  RECEIVING 
DOCUMENT  WAS  PROCESSED  WITH  TEX  CODE  OF  "P  " 


Figure  1 
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Figure  2 


The  SF  Form  364  is  prepared  in  six  copies.  The  chart  below  shows 
the  distribution  of  SF  Form  364. 

Copies  1  and  2  -  item  manager 
Copy  3  =  forwarded  to  the  activity  that  shipped 
the  Item 

Copy  4  =  forwarded  to  Accounting  and  Finance 
Copy  5  =  attached  to  the  Document  Control  copy  of 

the  receiving  document 
Copy  6  =  used  as  locally  determined 


The  guideline  used  for  preparing  SF  Fonn  364  is  located  in  AFM  67-1, 
Volume  I»  Part  One,  Chapter  5.    So  if  you  are  ever  assigned  the  job  of 
preparing  a  "Report  of  Item  Discrepancy,"  it  would  be  to  your  advantaqe 
to  remember  this  reference. 
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If  an  item  was  damaged  because  of  improper  packap.ing,  a  DD  Form  6, 
Packaging  Improvement  Report,  must  be  prepared  in  lieu  of  the  SF  Form  364 • 
An  example  of  a  completed  DD  Form  0  is  shown  in  figure  3,    Also  include 
photographs  or  sketches  whenever  possible,  using  a  ruler  In  the  picture 
to  show  relative  sizes* 

A  DD  Form  6  is  prepared  to  report  any  unsatisfactory  conditions, 
including  item  damage  or  loss  resulting  from  improper  packaging  when 
the  estimated  or  actual  cost  of  correcting  the  deficiencies  exceeds  $50, 


DD  Form  6  is  prepared  in  three  copies.    Copy  one  is  forwarded  to  the 
item  manager,  copy  two  is  sent  to  the  activity  that  shipped  the  item, 
and  copy  three  is  maintained  in  suspense. 
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Let's  take  a  minute  to  test  your  understandmq  of  the  material  just 
covered.    Record  your  responses  on  a  sheet  of  scratch  paper. 

Ql.  DD  Form  6  is  prepared  to  report  what  type  of  discrepancies? 

Q2.  When  is  SF  Form  364  prepared? 

Q3.  What  is  the  disposition  of  copy  one  of  SF  Form  364? 

04.  Copy  3  of  SF  Form  364  is  forwarded  to  Accounting  and  Finance. 

a.  True. 

b.  False. 

Q5.    What  manual  reference  provides  instructions  for  preparing 
a  "Report  of  Item  Discrepancy"? 

Q6.    How  many  copies  of  DD  Form  6  are  prepared  when  reporting  a 
discrepancy? 

Q7.    Which  copy  of  DD  Form  6  is  maintained  in  suspense? 
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From  th«  inspector  the  property  moves  further  down  the  rtcelvlns 
line  to  the  receiving  clerk.    The  first  thing  he  does  is  distritute 
copies  of  the  receiving  document.    Remember  that  the  inchecKer  stamped 
th«  first  copy  "DOCUMENT  CONTROL  COPr  ;ind  the  third  copy  "WAREHOUSE 
COPY."    The  first  copy  of  the  DD  13^8-1  is  forwarded  to  the 
Document  Control  Section  by  the  receiving  clerk.    He  uses  the  second 
copy  to  process  against  the  receipt  due-in  card  file  for  input  action. 
The  third  copy  is  left  with  the  property  until  a  computer  output  is 
received. 


After  the  receiving  clerk  distributes  the  receiving  document,  he 
looks  at  the  requisition  document  number  on  the  second  copy  of  the  DD 
Form  1348-1.    Taking  the  last  eight  digits  (the  Julian  date  and  serial 
number),  he  finds  the  matching  REC  card  in  the  receipt  due-in  card  file. 
The  receiving  clerk  must  first  enter  the  tote  box  or  hold  bay  nomber  on 
the  receipt  due-in  card.    This  information  is  entered  in  card  columns 
57-59  so  that  it  can  be  keypunched  into  these  card  columns.    This  is 
done  so  that  the  output  product  will  tell  the  receiving  clerk  where  to  1 
the  property.    If  there  are  25  tote  boxes  with  several  items  in  each 
box,  it  would  be  impossible  to  remember  where  everything  is. 


The  clerk  then  compares  the  receiving  document  with  the  receipt  due- in 
card  to  make  sure  the  information  on  them  matches.    Figure  4    on  the  next 
page  highlights  the  data  that  is  compared  when  the  receiving  document 
is  checked  against  the  receipt  due-in  card.    Notice  that  the  tote  box  number 
has  been  entered  into  card  columns  57  through  59    of  the  receipt  due-m 
card.    Take  a  few  mimtes  to  study  this  figure  before  you  continie  with 
the  lesson.    If  you  are  confused  about  the  highlighted  data  in  figure  4,  ask 
your  instructor  for  assistance. 
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Figure  4 


Any  difference  between  the  data  reflected  on  the  receipt  due>in 
card  and  the  receiving  do-urrient  must  be  corrected  before  input  to  the 
Remote  Card  Reader.    For  example,  in  the  case  of  an  overage  or  shortage 
receipt,  when  the  receipt  due-in  clerk  receives  the  annotated  receiving 
document,  he  must  change  the  input  card  prior  to  computer  processing. 
This  is  done  by  keypunching  the  actual  quantity  received  in  cc  25-29 
of  the  receipt  due-in  card  and  the  quantity  over  or  short  in  cc  60-64. 
In  addition,  a  quantity  variance  indicator  code  is  placed  in  cc  65. 
The  variance  indicator  code  "0"  is  used  for  overage  receipts  and  code 
"S"  for  shortage  receipts.    Figure  5  is  a  sample  of  a  receipt  that 
has  been  received  as  a  shortage.    Notice  the  entries  made  on  the 
receipt  due-in  card  in  figure  6     Study  these  entries  carefully  be- 
cause you  will  be  accomplishing  them  a  little  later  in  this  lesson. 
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As  the  receipt  due- In  clerk,  you  must  also  identify  all  PA^tial 
•nd  txcess  receipts,  arid  reflect  the  changes  In  the  receipt  due-in 
ctrd  for  keypunch  corrections. 


A  partial  receipt  exists  when  the  quantity  actually  received  is 
equal  to  the  quantity  printed  on  the  receiving  document,  but  Is  less 
tKan  the  quantity  appearing  on  the  receipt  A^e-ln  card.    For  example, 
let's  say  a  receipt  Is  received  which  contains  a  quantity  of  4  each, 
and  when  compered  with  the  actual  quantity  received,  there  is  no 
Indication  thet  a  problem  exists.    However,  when  the  corresponding 
receipt  due-in  card  is  removed  from  the  file,  the  receipt  due-in  card 
contains  a  quantity  of  6  as  due-in.    The  quantity  on  the  receipt  due-in 
card  represents  the  original  quantity  requisitioned  and  is  the  quantity 
that  is  recorded  on  the  computer  due-in  detail  records.    This  particular 
type  of  situation  is  shown  in  the  next  two  figures.    Figure  7  is  a 
receipt  for  2  each  that  has  been  inchecked  by  Jim  Portwood  and  no 
discrepancies  were  found.    Notice  that  the  receipt  due-in  caro  dis- 
played in  figure  8  reflects  a  quantity  of  3  each.    This  is  a  partial 
receipt  and  the  receiving  clerk  must  annotate  the  necessary  information 
on  the  receipt  due-in  card  so  that  the  computer  records  can  be  updated. 
He  accomplishes  this  by  annotating  the  actual  quantity  received  in 
cc  25-29  and  a  quantity  variance  indicator  code  of  "P"  in  cc  65  on 
the  receipt  due-in  card.    Examine  these  entries  that  have  been  made 
on  the  receipt  due-in  card  in  figure  8.    If  you  have  any  questions 
ask  your  instructor  for  assistance. 
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Figure  7 
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An  excess  receipt  exists  when  the  quantity  received  is  equal  to 
the  quantity  identified  on  the  receiving  document,  but  the  "quantity 
rtcelved  Is  greater  than  the  quantity  appearing  on  the  receipt  due-1n 
card.    Again,  as  the  receipt  due-in  clerk,  you  must  check  the  receipt 
due-ln  card  against  the  actual  quantity  received  and  make  the  necessary 
corrections  before  input  to  the  computer.    If  the  quantity  on  the  receipt 
due-ln  card  is  not  changed  to  the  actual  amount  received,  the  quantity 
Input  to  the  computer  will  be  recorded  in  error. 

When  an  excess  situation  is  discovered  by  the  receipt  due-in  clerk, 
you  must  correct  the  receipt  due-in  card  prior  to  input.    This  is  accomplish- 
ed by  annotating  the  correct  quantity  received  in  cc  25-29    and  placing  a 
quantity  variance  indicator  code  of  "E"  in  cc  65  on  the  receipt  due-in 
card.    Then  the  keypunch  operator  can  punch  this  information  into  the 
card  for  computer  input. 

Let's  look  at  the  situation  illustrated  on  the  next  page.    Figure  9 
ia  a  receipt  for  4  each  and  the  receipt  due-in  card  in  figure  10  tells 
us  that  only  3  each  was  ordered.    Because  we  received  1  more  than  was 
ordered  this  must  be  processed  as  an  excess .    Notice  the  entries  that 
have  been  made  on  the  receipt  due-in  card  for  this  situation.  Study 
them  closely! 


12 

002-OA-02-01 


^51 


ERIC 


H35 


popoqoogocceceEsscczBEsiEeciEccccoccceBcccBsas 


r 


FD2070 
LITTLE  ROCK  AFB,  AKK 


FB1968 

LOWRY  AFB,  COLO 

-■Ml  rMi«>4f  1 


 L 


17D006E<>17 


»kj  f    \t  f  I 


[70151 


'i*nT7Tr 

A 

SERV 


.  TUBE 


XB3 


■»  ,  

TOTAc  Cute 
• 

0*  ro«H 


4$E 


wA*iMouilB  iV  A»*6  frifc 


iNl^CCTtO  tV  AMO  OATC 


WaMhSuII  i.MAf«6M 


'   "A*  M  |0«tiO<<  0#    I  JAM  14    MAt   ic  ulfS 


»CCC«VCM  «  OOCUMINT  NUMM  ft 


FOR  INSTRUCTIONAL  PURPOSES  ONLY 


Figure  9 


RECF 


DiOOOli 


3il 


iaMHT^TTViiiiMniTniii'iiiiniaiiB . 


dl^B  ll9lse703  3060  I 


I'  I  'I  I  I  I  I  I  I  I  I 


o  « 
e 

> 


r 

I 


» »  >  >  «  »  •  '  i  •  »•  '» »7  o  M  n  «•  n  n  n  »  n  7?  n  ?•  n  »  "  71 »  M  )i  J?  u  M  »  »  jj  »  n  «#  .1 .7  4j  M  i»  M  »> 


««  t1  M  II  ))  u  M      M      M  M  M  ti  •7  •)  U  •)  U  t)  tl      M  n  >•  n  >•  n  n  77  l«  .1  M 


Figure  10 


13 


-155 


002-04-02-01 


ERIC 


The  receipt  due-ln  clerk  must  also  be  alert  for  receipts  that  have 
b«en  declared  unserviceable.    When  he  notices  a  receipt  that  has  been 
annotated  by  the  inspector  as  being  unserviceable,  he  must  update  the 
receipt  due-in  card.    This  is  done  by  entering  the  condition  code 
reflected  in  cc  7  of  the  receiving  document  into  cc  7  of  the  receipt 
du€-in  card . 

kn  example  of  this  situation  is  shown  on  the  next  page.  The 
condition  code  ••F''  in  cc  7  of  figure  11  has  been  entered  m  cc  7  of  the 
receipt  due-in  card  displayed  in  figure  12.    The  only  other  entry  on 
a  receipt  due-in  card  for  an  unserviceable  receipt  is  the  tote  box 
or  hold  bay. 


There  are  three  main  receiving  hold  areas  that  roust  be  roaintained 
by  receiving  personnel.    They  are  the  serviceable  hold  area,  unserviceable 
hold  area,  and  the  reject  hold  area.    The  reason  for  these  separate 
holding  areas  is  to  reduce  confusion  and  keep  every  piece  of  property 
within  reach.    Holding  areas  also  reduce  the  possibility  of  unserviceable 
and  serviceable  property  being  sent  to  the  wrong  people.    It's  simply 
a  matter  of  knowing  where  you  put  it  and  being  able  to  find  it  when  you 
want  it.    Take  a  break  and  study  the  entries  in  af orcroentioned  paragraph. 
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As  you  can  readily  see.  the  receipt  due-in  clerk  has  a  very 
Iroortant  job.    You  must  be  knowledgeable  in  the  different  types  of 
receiving  processing  actions  and  you  must  have  a  very  keen  eye  for 
Identifying  required  changes  to  receipt  due-in  cards.    The  receipt 
due-in  clerk  Is  the  last  man  in  the  receiving  processing  chain  for 
Insuring  that  computer  Inputs  contain  valid  Infonnation. 

Answer  the  following  questions  on  a  sheet  of  scratch  paper.  Make 
sure  that  you  check  them  for  correctness  when  you  have  finished. 

Q8.    In  the  case  of  an  overage  or  shortage,  what  information  is 
entered  In  cc  25-29  of  the  receipt  due-in  card? 

Q9.    Which  quantity  variance  indicator  code  identifies  an  overage? 

QIO.    Which  card  columns  contain  the  quantity  over  or  short  entered 
on  a  receipt  due-in  card? 

Qll     What  situation  exists  when  the  quantity  actually  received  is 
equal  to  that  which  is  printed  on  the  receiving  document,  but  Is  less 
than  the  quantity  on  the  receipt  due-in  card? 

Q12.    Which  copy  of  the  receiving  document  is  compared  against  the 
receipt  due-in  card? 

Q13.    What  is  the  disposition  of  copy  three  of  the  receiving  document? 

Q14.  In  which  card  column  Is  the  condition  code  entered  on  a  receipt 
due-in  card  for  an  unserviceable  receipt? 

Go  to  the  workbook  and  complete  all  five  problems.    Follow  the 
instructions  in  each  problem  and  make  necessary  entries. 
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In  the  previous  lesson  you  learned  how  to  prepare  an  extract  document. 
Now  you  are  going  to  review  the  procedures.    This  should  clear  up  any 
questions  you  have  about  the  preparation  of  extracts.    If  not,  discuss 
it  with  your  instructor. 


When  a  portion  of  a  shipment  is  damaged, another  DD  Form  13^8-1  is 
prepared  by  using  the  necessary  information  from  the  original.    The  damaged 
quantity  is  entered  on  the  extract  document  using  the  same  document  number. 
A  materiel  condition  code  of  "F*'  is  entered  in  cc  7,  a  TEX  code  of  "P*'  or 
*'Z**  is  entered  in  cc  51  (as  applicable).    The  unserviceable  hold  area  is 
assigned  to  the  property  such  as  The  extract  document  and  property 

will  be  treated  just  like  a  shipment  to  you  from  another  base.     By  this 
we  mean  it  will  be  inchecked  and  inspected  just  like  any  other  receipt. 
Also  you  will  stamp  the  various  copies  with  the  DOCUMENT  CONTROL  and 
WAREHOUSE  COPY  stamp,  and  make  the  usual  distribution. 


Now  compare  the  original  receipt  document  below  with  the  extract 
document  on  the  next  page.    Especially  notice  the  entries  just  discussed. 
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Now  that  you  are  familiar  with  t  hi'  neressary  docujncnts,  let '  s  take  a 
look  at  the  receipt  due-in  cards.     First,  the  receiving  clerk  will  match 
the  receipt  due-in  card  to  the  original  receipt  document.    Any  changes 
to  be  made  on  the  receipt  due-in  card   are  annotated  in  the  appropriate 
blocks  of  the  card  prior  to  keypunching.    He  will  annotate  the  change  in 
quantity,  then  produce  a  new  corrected  card  by  duplicating  all  the 
information  except  for  the  quantity.     He  will  also  enter  the  tote  box 
or  hold  bay  and  enter  the  quantity  variance  indicator  code  of  in 
cc  65.    Take  a  second  to  note  the  corrected  receipt  card  shown  on  the 
next  page. 
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Finally  a  new  card  will  be  keypunched  from  the  extract  document. 
The  major  entries  to  be  concerned  wiih  will  be  the  material  condition 
code         in  card  column  7,  the  quantity  unserviceable  in  card  columns 
25-29,  and  TEX  code  "P"  in  card  column  "il  denoling  damaged  in  shipment. 
Don*t  forget  the  tote  box  in  card  column  57-59,    The  receipt  due-in 
card  for  the  extract  document  appears  below  for  your  inspection.   If  you  have 
doubts  about  this  procedure,  see  your  instructor  for  clarification. 
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Use  your  scratch  paper  to  answer  the  following  questions  over 
the  material  you  have  just  covered. 


Q14-A.   What  TEX  code  Is  used  on  an  extract  document  for  an 
ftem  damaged  In  shipment? 

Q14-B.   When  you  are  preparing  an  extract  document,  where  will 
the  document  nurrber  come  from? 

Q14-C.    The  damaged  quantity  will  be  entered  on  the  original 
receipt  document.    True  or  False? 

When  you  have  completed  these  questions,  go  to  your  workbook 
and  complete  problem  6.   When  you  have  completed  the  problem,  check  your 
work  with  the  Instructor  and  then  return  to  page  22  of  the  programmed 
text. 
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If  a  Keypunch  Machine  is  not  available  in  the  receiving  area  to  make 
changes  on  the  receipt  due-in  cards,  these  cards  are  sent  to  PCAM,  After 
they  have  been  changed  or  corrected,  receipt  due-in  cards  may  be  input  through 
the  R«note  Card  Reader  or  Main  Card  Reader.    Wlien  the  computer  processes 
a  receipt  due-in  card  for  serviceable  property,  a  notice  to  stock,  a  due-out 
release,  or  a  reject  notice  is  produced.    Each  of  these  outputs  requires  a 
different  type  of  action  by  the  receiving  clerk.    Let's  discuss  these 
outputs  Individually.    First,  the  ••Notice  to  Stock/' 


The  "Notice  to  Stock"  is  exactly  what  the  title  states.    It  is  a 
measage  from  the  computer  which  instructs  the  receiving  clerk  to  send 
the  property  to  the  warehouse  for  storage.    The  notice  provides  the 
warehouse  location  (If  one  has  been  assigned)  for  storing  the  property 
In  the  warehouse  and  the  temporary  location  (tote  box  number)  of  the  item 
on  the  receiving  line. 


The  holding  areas  in  the  Receiving  Section  are  very  important  to 
the  process  of  moving  property  into  and  out  of  the  area  as  fast  and  as 
accurately  as  possible.    Can  you  imagine  the  confusion  that  would  take 
place  without  tote  box.  hold  bay,  reiect  hold,  or  unserviceable  hold 
area  identification.    For  school  purposes  we  use  red  tote  boxes  for 
priority  receipts  01-08,  and  gray  boxes  for  routine  receipts  09-15. 


When  you  reach  Block  V  (COSC  LAB)  and  begin  working  (ON-THE-JOB) 
you  will  see  tote  box  numbers  such  as  T01 .  T02,  T04,  etc.     If  a  receipt 
rejects,  the  item  goes  to  the  reject  hold  area  and  you  will  assign  a 
location  such  as  R01 ,  R0^»  etc.    For  those  items  unserviceable 

(reparable)^  a  holding  area  is  set  aside  (separate)  froiB  serviceable 
assets.    These  locations  will  be  identified  as  U01 ,  U02,  etc. 


How  important  is  it  to  assign  these  locations  correctly?  Very 
Important!     Property  lost  because  of  your  mistakes  or  lack  of  knowledge 
amounts  to  wasted  money  and  time.     Lost  property  may  cause  delays  or 
even  mission  cancellations^     This  is  a  state  of  affairs  we  can  not 
afford. 
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The  tote  t)ox  number  is  identified  on  the  first  line  of  print  in 
cc  57-59  of  the  notice  to  stock  output.    As  the  receiving  clerk,  when  you 
receive  this  notice  you  go  directly  to  the  tote  box  number  printed  on  the 
notice  and  compare  the  information  on  the  notice  with  the  Information 
printed  on  copy  3  of  the  receiving  document.    This  comparison  Is  done  to 
insure  that  the  correct  property  Is  being  selected  from  the  receiving 
line  for  movement  to  the  storage  area.    A  "Notice  to  Stoclr"  output  Is 
shown  in  figure  13.    As  you  review  the  notice,  pay  particular  attention 
to  the  area  where  the  tote  box  number  and  the  warehouse  location  are  printed 
on  the  notice. 


Serviceable  property  will  be  forwarded  from  the  Receiving  Section  to 
the  applicable  storage  area  when  a  notice  to  stock  Is  received  from  the 
computer.    The  notice  to  stock  Instructs  the  Storage  and  Issue  personnel 
to  bin  the  property  in  the  indicated  war^ouse  location.    For  example, 
figure  13  tells  us  to  stock  the  property  in  location  19A007D008.  Accuracy 
in  locating  property  is  very  important  in  order  to  find  the  Item  when  a 
demand  is  received. 
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ihe  Input  of  a  receipt  due-in  card  for  an  unserviceable  (reparable) 
receipt  will  also  produce  a  computer  notice.    However,  this  notice  will  not 
contain  a  warehouse  location  code,  but  will  have  the  word  ••UNSERVICEABLE" 
printed  on  the  second  line  of  the  output  phrase  under  card  columns  3^-44  of 
DD  Form  1348-1,    Upon  receipt  of  this  notice,  you  will  send  the  unserviceable 
(reparable)  property  to  the  reparable  storage  ^rea  where  It  Is  held  until 
dleposltlon  Instructions  are  received. 

This  brings  us  to  the  m-;'   item,  a  ••Due-out-I.elease. A  due-out 
release  simply  means  that  the  original  requisition  was  submitted  In  support 
of  an  organizational  request.    Since  a  ••customer"  specifically  requested  the 
Itm,  the  due-ln  detail  record  on  the  computer  was  "Marked  For"  his  due-out 
dooiment  number.    As  property  Is  reviewed,  the  computer  Interprets  the 
••Marked  For"  field  and  produces  a  due-out  release.    The  receiving  clerk  can 
easl  .y  identify  a  due-out  release  document  by  lookl.ig  at  card  columns  1  "  3 
on  the  top  line  of  print  on  the  output  notice.    These  ca-1  columns  Identify 
the  transaction  identification  code  (TRIG).    The  TRIG  for  a  due-out  release, 
logically  enough,  is  ••DOR."    Now  look  at  the  output  notice  below  and  locate 
the  TRIG  I  DOR. 

When  the  receiving  clerk  receives  a  due-out  release  document,  he  must 
first  sign  and  date  block  1;    then  he  removes  the  property  from  the 
receiving  line  and  takes  both  the  pror  vty  and  paperwork  to  the  Pickup  and 
Delivery  Section.    This  section  has  the  responsibility  for  delivering  the 
property  to  the  requesting  organization.    The  due-out  release  document  shown 
below  highlighter  the  place  where  the  receiving  clerk  must  sign  and  date. 
Take  a  minute  to  locate  this  area. 
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A  reject  notice  is  produced  when  the  computer  Is  unable  to  process 
'^he  Input  of  the  receipt  due-in  card.    Rejects  result  for  several  reasons. 
One  of  the  major  causes  is  that  the  due- in  detail  record  is  no  longer 
present  on  the  computer  records.    Any  reject  must  be  cleared  before  a 
receipt  can  be  processed  by  the  computer.    Property  causing  a  reject 
notice  Is  removed  from  the  receiving  line  and  placed  In  a  reject  hold 
area  with  a  copy  of  the  reject  notice  until  the  reject  is  cleared. 
Tote  boxes  in  the  reject  hold  area  begin  with  "R/*    This  means  that 
tote  box  #4  in  the  reject  hold  area  would  be  labeled  R^4.    The  new 
tote  box  must  be  entered  on  the  receiving  document  so  that  the  property 
can  be  located  when  the  receipt  is  reprocessed.    After  the  reject  Is 
cleared,  the  receipt  is  relnput  to  the  computer,  and  a  "Notice  to  Stock" 
or  "Due-out  Release"  is  produced. 

Answer  the  following  questions  on  a  piece  of  scratch  paper.    Be  sure 
that  you  check  your  responses  against  the  instructor's  answer  key  when 
you  have  finished. 

Q15.    Which  block  of  a  due-out  release  document  does  the  receiving 
clerk  sign  and  date? 

Q16.    What  are  three  possible  results  when  the  computer  processes 
a  receipt  due- in  card  for  a  serviceable  Item? 

Q17.        ;i  the  computer  outputs  a    Notice  to  Stock;'  where  is  the 
property  forwarded? 

Q18.    How  are  tote  boxes  for  reject  hold  areas  Identified  sepcrately 
from  all  other  tote  boxes? 

Use  the  information  on  figure  14  to  answer  questions  19  and  20  on  the 
next  page. 
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Figure  14 


Q19.    In  which  tote  box  is  this  property  located? 

Q20.    Where  is  this  property  going  to  be  located  in  the  warehouse? 
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Before  you  finish  this  lessen, take  just  a  few  minutes  to  study 
the  diagram  below  for  PESO  (partial >  excess »  shortage  and  overage). 
It  should  give  you  a  most  concise  breakdown  on  the  differences  between 
the  four  unusual  types  of  receiving  documents  you  will  encounter 
in  your  career.    Use  it  to  refer  to  whenever  you  feel  .  .ifused^and  to 
build  up  your  confidence  prior  to  testing.    Most  students  have  trouble 
recognizing  the  PESO  when  they  see  it.    This  diagram  should  clear  the 
air  for  most  of  you. 
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This  concludes  the  lesson  on  "Receiving  Procedures,  Part  Two/' 
Let's  discuss  briefly  what  was  covered.    SF  Form  364  is  prepared 
to  report  receipts  that  are  over,  short,  or  damaged  if  the  extended 
cost  is  1n  excess  of  $9.99  for  GSA  shipments  or  199,99  from  other 
DOD  activities.    SF  Form  364  is  prepared  in  six  copies.    In  addition, 
if  property  is  damaged  because  of  irrproper  packaging,  DO  Fomt  6  1s; 
prepared  to  report  the  discrepancy.    00  Form  6  is  prepared-  in  three 
copies. 


After  Inspection,  property  and  paperwork  are  forwarded  to  the 
receiving  clerk  who  distributes  the  receiving  document.    He  then 
uses  copy  two  of  the  receiving  document  to  select  the  appropriate 
receipt  due-1n  card.    He  must  make  any  necessary  changes  or  additions 
to  the  receipt  due-in  card  before  processing  it  through  the  computer. 
The  changes  to  the  receipt  due-in  card  may  be  for  a  shortage  or  overage 
Identified  by  the  inchecker  or  a  condition  change  found  by  the  inspector. 
In  addition,  changes  may  be  required  for  partial  or  excess  receipts 
which  were  found  by  the  receiving  clerk.    The  tote  box  number  or  hold 
bay  number  Is  also  keypunched  into  the  receipt  due-in  card. 


Receipt  due-in  cards  are  input  through  the  Renx)te  Card  Reader,  or 
they  are  forwarded  to  the  computer  room  (PCAM)  for  input  through  the 
Main  Card  Reader.    The  processing  of  the  receipt  due-in  cards  by  the 
computer  will  produce  a  "Notice  to  Stock,'*  "Due-out  Release,**  or  a 
"Reject/'    The  receiving  clerk  will  take  the  appropriate  action  as  stated 
on  the  computer-prepared  management  notice. 


Review  any  parts  of  this  lesson  that  you  are  not  sure  of;  then 
when  you  feel  confident  of  the  material,  ask  your  instructor  for 
the  lesson  appraisal  and  lesson  appraisal  practical. 
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RECEIVING  PROCEDURES,  PART  TWO 
Workbook 


Problem  1 

You  are  working  in  the  Receiving  Section  &8  the  inchecker  and  have 
matched  the  receiving  document  shown  in  figure  1  on  the  next  page  with 
the  receipt  due-in  card  in  figure  2.    Make  the  required  entries  on  the 
receipt  due-in  card  necessary  to  process  this  transaction. 
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Figure  1 
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Use  the  information  on  the  receiving  document  shown  below  and  make 
the  necessary  entries  on  the  receipt  due-in  card  displayed  in  figure  3 


Figure  3 
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Problem  3 


Use  the  information  on  the  receiving  document  shown  below  and  update 
the  receipt  due-in  card  in  figure  4^ 
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Problem  ^ 


Update  the  receipt  due-in  card  In  figure  5  using  the  information  on 
y^e  receivini^  document  shown  below. 
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Use  the  information  on  the  receiving  document  shovm  below  to 
update  the  receipt  due-in  card  displayed  in  figure  6.    When  you  have 
finished  with  this  problem,  take  your  completed  receipt  due-in  cards 
Q  the  instructor    for  grading; then  return  to  page  17  of  the  text. 
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Problem  (> 

Prepare  an  extract  document  using  the  information  below  and  the 
original  receipt  document.    A  blank  DD  Form  1348-1  is  provided  on 
the  next  page. 


Damaged  in  shipment  -  one  each 
Material  condition  code  -  F 
Tex  code  -  P 
Tote  box  -Tip 
Julian  date  -  8098 
Inchecker  -  Mike  Hart 
Inspector  -  Bob  Post 
Unserviceable  Hold  Area  -  U02 
Quantity  Variance  Indicator  Code 
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Study  Guides  (SGs),  Workbooks  (WBs)»  Study  Guide  and  Workbook  (SW), 
Progranined  Texts  (PTs)»  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  m  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  In  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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WAREHOUSE  ISSUES 


SCOPE 

In  this  course  you  have  seen  that  the  overall  objective  of  the 
US  Air  Force  supply  system  is  to  get  the  right  item,  m  the  right  quantity, 
Co  the  right  place,  at  the  right  tune.     These  same  goals  apply  clirectly  to 
the  issue  system  you  support  as  a  Materiel  Facilities  Specialist.     It  is  your 
)()b  to  assist  Base  Supply  customers  m  getting  the  items  they  need  in  the 
quantity  they  need  when  and  %rhere  they  need  them.     In  lessons  1  and  2  of  this 
block  you  learned  how  Base  Supply  requisitions  and  receives  items  from  the 
sources  of  supply.     In  this  lesson  you  will  learn  how  supply  type  items 
are  actually  issued  to  customers  on  base  and  the  important  role  Materiel 
Facilities  personnel  play  in  this  process. 


OBlIECTIVES 

1.  Describe  casks  lo  lie  accomplished  by  a  warehouseman  when  issuing  property. 

2.  Using  rho  specified  fi)rmac,  a  blank  AF  l-orm  1991,  and  supply  data, 
prepare  the  input   necessary  to  request  a  special  inventory. 

3.  Complete  an  issue  document  with  the  .'ntry  required  of  the  warehouseman 
after  he  has  pulled  the  property. 

^* .     Identify  the  most  conimonly  used  issue  exception  codes. 

5.  Describe  procedures  followed  by  Pickup  and  Delivery  Section  when 
delivennf^  pioperty. 

6.  For  a  given  situation,  complete  an  issue  document  with  entries  required 
after  delivery  of  property. 

DIRECTIONS 

To  rompl(Mc  chis  lesson  you  will  need  this  text,  a  workbook,  a  sheet 
of  srr.itr),  papor,  and  AIS  Module  T(?st  Form       .     You  will  find  embedded 
questions  i  })rnuf;hr,ut   the  text.    Write  short  responses  to  them  on  a  sheet 
n\    sci.iKli  papor.     A  key  to  Che  correct  answers  is  available  at  the 
1  ns r  ruf  i  or      t  .u  i  on  . 
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Issuing  items  to  a  customer  is  one  of  the  most  vital  functions  of 
Base  Supply,  and  it  is  important   that  you  understand  the  entire  process 
and  your  role  in  it. 


When  a  customer  needs  an  item  of  supply,   tliere  are  specific 
procedures  that  must  be  followed  before   the  item  ie  delivered  to 
him.     First  of  all,   he  must  notify  Base  Supply  of  liis  need. 
does  this  by  submitting  a  request  to  either  the  expedite  or  the  routine 
call-in  point  of  the  Demand  Processing  Unit.     This  is  normally  done  by 
telephone,  but  requests  may  also  be  submitted  by  mail,  radio,  intercom, 
teletype,  remote,  or  in  person.     The  Demand  Processing  clerk  will  use 
the  inf  ormation  he  receives  from  the  customer  to  prepare  a  wareliouse 
issue  request  on  Air  Force  Form  2005.     Tl\e  "request"  is  filled  out 
for   the  benefit  of  the  computer.     Remember,  you  have  learned  that 
the  UNIVAC  1050-^1  must  process  every  transaction  that  affects  the 
Supply  account.     The  figure  below  is  an  AF  Form  2005  filled  out 
for  a  warehouse  issue  request.     The  entries  are  explained  on  the 
next  page. 
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The  tranaactlon  Identification  code  is  always  placed  in  the  first 
three  card  columns  of  every  document.     This  code  tells   the  computer  how 
to  handle  the  information  that  is  being  input.     For  example,  when  a 
Warehouse  ibsue  request  is  input,   the  TRIG  ISU  causes  Che  computer 
to  automatically  make   the  correct  responses.     These  include  subtracting 
the  quantity  involved  from  the  item  record,  recording  the  date  of  the 
transaction,   charging  the  appropriate  organization  for   the  item,  and 
Output  of     the   issue  document. 

The  delivery  destination  code  in  CC  4-6  indicates  exactly  where 
on  base   the   item  should  be  delivered  when  it  is  issued. 

Along  with  the  name  of  the  requestor  and  the  time  of  the  request, 
block  A  also  contains  the  Julian  date.     You  learned  about  Julian  dates 
before,   but   let*s  review  them  quickly  here.     Remember,    the  first  of 
the  four  positions  indicates   the  year;    the  other  three  indicate  the 
day  of  the  year.     So  a  Julian  date  of  8018  would  mean  the  18th  day 
of  1978,   or  18  January  1978. 

The  NSN  belongs  in  CC  8  through  20  (or  22  with  a  MMC) ;  the 

unit  of   issue  belongs   in  CC  23  -  2A;  and   the  quantity  being  requested 

is  placed  in  CC  25  -  29.     (Note  that  all  five  positions  must  be  filled, 
so  ifls    are  used . ) 

Card  colunms   30  -  A3  contain   the  document  number.     This   is  one  of 
the  most   important  entries  on  any  document,   and  you* 11  learn  about  it 
in  greater  detail  in  lesson  A.     Right  now  you  should  notice  that  the 
activity  code  shown  in  CC  30  must  correspond  to  the  delivery  priority 
that  is  placed  in  CC  60-61.     For  example,   the  request  shown  has 
a  high  priority   (between  1  and  A)^  so  it  is  an  expedite  request  with 
an  activity  code  of  "X"  in  CC  30.     If   the  request  had  had  a  low  priority 
(5  -   7) ,    it  would  have  been  a  routine  request  with  an  activity  code 
of  "R"   in  CC  30.     This   is   important  because  expedite  requests  are 
handled  by  the  expedite  call-in  point   in  Demand  Processing,  while 
routine  requests  are  handled  by  the  routine  call-in  point.   The  remainder 
of  the  document  number   indicates  the  organization  code   (CC  31  -  33), 
the  shop  codu   (CC  34-315),    the  .Julian  date   (CC  36-39),  and  the  serial 
number  of  the  request   (CC  A0-A3) . 

T\\tj  demand  code  belongs   in  CC  AA.     Here,  "R"  is  used,  which 
stands  for  recurring.     Tins  means  that   the  item  has  been  requested 
before.     Card  column  51  contains  the  transaction  exception  code  (TEX). 
A  4  is  used  on  expedite  requests. 

1  ho  system  designator   is  entered  in  CC  55-56.     01  is  always  used 
for   school  purposes. 
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The  delivery  priority  Is  entered   In  CC  60-6L.     llils  Indicates 
the  amount  of   time  that  la  allowed  for  delivery    and  will  be 
discussed  in  greater  detail  later  in  tlie  lesson. 

The  final  entry  is   the  urgency  Justification  code  In  CC  65-66. 
As  Its  name  implies,    this  code   Indjcitcs  how  urgently  an  item  Is  needed 
by  the  requesting  organization.     For  example,  a  part  needed  to  keep 
an  aircraft  operational  would  be  more  important  than  an   ink  pen.  The 
first  position  of   the  code,   called   the  urgency  of  need  designator 
(I'ND)   is  the  one  you'll  be  most  concerned  with.     (You've  already 
discussed  this  code  in  the  lesson  on  Inventory  procedures.)  "a'' 
and  "B"  are  used  for  urgently  needed  items   (those  with  expedite 
priorities),  while  "C"  is  used  for  routine  requests.     The  second 
position  of  the  code   is  used   to  indicate  the  justification  or  general 
purpose  of  the  item. 


Demand  Processing  fills  out  the  AF  Form  2005^  Xssue  ReqMefit.^^ 
tvo  copies.     One  is  used  for  input  to  the  computer;   the  other  is  plared 
in  a  suspense  file  which  is  used  to  determine   the  serial  number   (CC  40-43). 
Upon  input  of  the  request,    the  computer  checks   its   Internal  records.  If 
the  item  is  available  in  the  quantity  required     and  funding  is 
available,    the  computer  prepares  the  warehouse   issue  document.  Normally 
it  is  output  on  the  remote  device  in  the  Storage  and  Issue  Section 
of  the  warehouse. 


Before  going  any  further,   let's  quickly  review  what  has  been 
covered  so  far   in  the  lesson.     First  we  have  an  organization  (customer) 
who  needs  a  supply  type  item  from  Base  Supply.     So  he  contacts  the  Demand 
Processing  Unit   (cither  the  expedite  or   the  routine  call-in  point 
depending  upon  the  urgency  of  the  request).     The  Demand  Processing  clerk 
prepares  a  warehouse  issue  request  on  AF  Form  2005.     This  is  input 
to  the  computer  and  the  issue  document  is  output  on   the  remote  in 
the  Storage  and   Issue  Section  of  the  warehouse. 

All  of  these  actions  are  normally  Inventory  Management  Specialist 
functions.     But  when   the  issue  document   is  output   in  the  warehouse, 
you,    the  Materiel  Facilities  Specialist,  become  actively  Involved  in 
the   issue  process. 


The  figure  on   the  next  page  shows  a  sample  wjreliouse   issue  document. 
It  is  printed  on  DD  1  orm  13^8-1     and  is  output  in  four  copies.  Notice 
thnt  the   information  from  the  AF  Form  2005,  issue  Heouest,  is  reflected 
on   the  top  line  of   the   issue  document.     Remember,   this  is  called 
Liie  input  image.     Other  pertinent  information,   drawn  from  internal 
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recorda  of  che  compucer,   la  also  printed  on  Che  documenc.  For 
ejiample,   che  name  of  che  requesclng  organizaclon    la  printed  In 
block.  ^.  nomenclacure  and  ERRC  dettlgnator  of  the  Item  are  printed 

in  block  X,  and  che  warehouse  location  where  the  Item  la  stored 
Ifl  printed  In  block  P- 
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f.-.wiMo  INSTRUCTIONAL  PURPOSES  ONLY 


This  Is  che  document  you  will  use  to  select  the  Itiems  that  are 
to  be  Issued  lo  che  customer.  As  you  can  see,  it  gives  you  all  the 
infornuiclon  you  need. 


Since  SLoragc  and  Issue  receives  3  greac  many  of  these  documents  every 
day,   one  of  the  first  chlngs  you  should  look  at  is  the  priority.  It 
Cell     vou  how  urgencly  the  item  is  needed  and  how  much  time  is  allowed 
for  delivery  to  che  customer.     These  delivery  priorities  will  be  discussed 
In  greater  detail  later  in  che  lesson,  buc  obviously  you  would  take  care 
of  the  high  priority  Items  first.     That  is  to  say,  a  2  would  be 
handled  before  a"7!* 
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Nexr  you  would  look  at  the  warehouse  locaLion.     ( Reiiiejnl>er ,   ifs  m 
block  F.)    This  tolls  you  whore  rtio  item  is  stored.     Let's  review  quickly 
to  make  sure  you  know  how  to  int.crfjrct  warehouse  location  d(\s  i  r.n.u  ors . 
Remember,  the  designator  will  always  have  10  or  11  positions.     The  first  two 
indicate  the  warehouse  nuniber  and  are  always  numeric.     Nexi   is  the  stockroom, 
which  IS  alpha.     This  is  followed  by  the  bin  row  (numerical),  the  level 
(alpha),   the  bin  (normally  numeric),  and  the  bin  subdivision  (alpha).  For 
example,  a  warehouse  location  designator  of  21  B01/*Cpf)3E  would  represent 
warehouse  21,  stockroom  B,  bin  row  14,  level  (' ,   b\t\  3,   bin  subdivision  E. 
lake  a  look  at  the  warehouse  issue  document  shown  on  paf^(.»  3.     Then  answer 
the  following  questions: 

Ql  .  What   IS  t^le  bin  number"^ 

Q2.  in  which  stockroom  would  you  find  the  item? 

Q3.  Which  level   m  the  bin  row  would  contain  the  item? 

Q4.  What  quantity  should  be  pulled  for  issue  to  this  orcarn  zat ion? 

Q3.     The  warehouse  location  designator  is  found  m  what  blf^ck  of  the  DD  Form 
1348-1'^ 


When  you  reach  the  wareh»)use  location,  first  you  will  n'oKe  sure  that 
the  stock  number  on  the  issue  document  is  the  same  as  that  on  the  bin  label. 
Then,  after  checking  the  quantity,  you  look  at  the  unit  of  issue  (cc  23-2^). 
When  you  studied  supply  publications  m  Block  T   yovi  saw  some  of  these  unit 
of  issue  codes.     Rcni»'mt<'r,  they  indicate  hau  the  item  is  issued  (individually, 
EA;     by  the  box,   RX  ;     hy  i  ho  t>:n  r ,   PI:;     c»r  hy  the  huridr^Mj,  HD).     So  if  you 
are  issuing     nails*  j  r)u  hiI  i  i  v  of   nt!.-  [ijijhihlv  w<)ulf|  nol  nif-an  nnc-  n.i  i  1  , 
but  one  ol   whatever  unit    of   j \'.ue   » s  \\r\i\\    usrd,   smHi  .i     |j()X  or  hundred. 


Another  thm^  you  must  consider  when  you  select  a?i  itrjn  is  uhe  rotation 
of  stock.     We  discussed  this  a  little  m  the  lesson  on  storage  functions. 
The  general  rule  to  follow  is  that  the  oldest  items  should  be  issued  first. 
This  allows  Rase  Supply  to  retain  fairly  new  materiel  in  sr.ocK  at  all  time.s. 
So  when  choosing  items,  you  should  take  those  uith  the  old(»st  manufacturer's 
date . 


Alonp.  these  s.ime  thoughts,   itt?ms  warranted  from  date  n[  delivery  will 
be  issuofj   from  storage  t>efore  non-war  rant  cvj  items.     When  items  in  storage 
have  fill  f  front  warranty  expiration  date<;,  t  fip  items  with  the  lea.st  remaining 
warr,!fir>  time  will  be  I'.sued  fir^i  .     The  warranty  data  will    be  placed  on 
ttio  outside  of  tho  container    so  that   the  information  will   he  .ivai  Table  to 
storage  personnel   and   rhe  user  for  prof)or  harullinp.. 
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Now  r<*viow  whai   y<Mi  t\.we   le.irrtod  ly  wrtiinp,  short   rosfionses  to  the 
followiniM 

Q6 .    When  selt»ciint'.  wairantod  iroins  inAu  stn(K^  which  item  is  issued  first? 

Q7.     If  th<:  unit  t»l   issue  on  an  ii>s»ie  document  is  HD  and  the  quantity  is  ^, 
how  many  units  will  you  pull  frun  the  bm? 

Q8.  You  are  holdmp,  an  issue  document  for  a  typewriter;  however,  one  in 
stock  IS  warranted  and  the  other  one  is  not  warranted.  Which  of  the  two 
is  issued  first? 

.  \\\  ifisure  proper  rotation  of  stock,  which  of  the  following  manufactured 
dates  sh(Kild  be  pulled  for  issue  first? 

.1.  5120. 

b.  /4  3AO 

c.  5055. 

d.  4352. 

e.  50U, 

As  we  mentioned  before,  the  UNIVAC  controls  the  entire  issue  process 
admi  rust raiively .     Hc»wever,  mistakes  can  and  do  occur,  and  you  must  be  alert 
to  catch  possible  errors.     For  example,  if  the  amount  of  an  item  that  you 
are  takinp,  from  a  warehouse  location  is  the  entire  quantity  that  should  be 
on  hand,  '^SERV  BAl.=  (>**  will  be  printed  in  block  W  of  the  issue  document. 
This  IS  shown  <')n  the  next  page  .        It  means  that,  according  to  computer 
recordsi  the  bin  should  be  empty  after  the  item  has  been  pulled.     If  items 
remain  in  the  bin,  this  must  be  reported.     Normally,  a  special  inventory  is 
then  conducted  to  correct  the  error.  -  -   ^  ^     — >,^^ 
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FOR  INSTRUCTIONAL  PURPOSES  ONLY 


You  learned  a  little  about  special  inventories  m  Block  III.     You  should 
rempjnber  that  they  are  conducted  on  a  smpje  line  item  to  correct  an  out-of- 
balance  condition.     You  can  see  how  this  ap[)lies  Lo  wareliouse  refusals! 

BtTause  it  may  becotne  ycxjr  rcsf>onsi  bi  1 1  ly  to  proparf:  special    i  nvontory 
requests,  you  must  know  how  it  is  done.     The  format  for  this  type  of  request 
i,s  shown  on  the  next  pap,e  and  each  entry  is  explained  on  the  followinp.  par.c 
after  that.     Stnd>   these  two  par.es  carefully,  because  yoti  will  bf!  preparinr. 
a  sr»erial   inventory  request   m  tlje  workt)ook  i)ortion  of  this  lesson. 
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ATTACMKENT  C-2 


SPECIAL  iNVCHTOFt  IHTERROCATION  CARD 


I.  ccrtl  U  praparad  and  procaaacd  by  tha 

•ctlvity  ra^uaatlnc  tUa  apaclal  Invantory.  Pro- 
(»aalA|  of  thl«  card  will  ai^lKn  frQase   cod«  I, 
produce  ItC  carda,  and  an  output  notice  (a«« 
•rtadtMttt  C^3)  cofUainlng  tha  aaa«t»  d«tall» 
md  hlatory  Ineormatlon  pertinent   to  tha  typ«  of 
ljiv«atory  ra^uaatad. 


2.     Thaaa  carda  may  b«  Input  throuth  tha  card 
raad«r  or  any  raaota.     Tha  output  will  ba  dlractad 
to  tha  Mlnllna  prlntar  If  t\\m  ratum  to  Input 
davlc*  option  la  not  uaad.     Vh«n  tha  Input  wm  fro« 
a  aatalllta  davlcc,  the  output  will  ba  rttumcd 
to  that  dvvlca. 


Card 
Cola 


1-3 


Ho 
Poa 


1 


Field  D^acrlptlon 

Tranatctlon  Identification  Coda 


RAaiarka 


ICP 


Punch  Lode 


lUturn  to  Input  Davlca 


1  Blank 

I  TEX 


Note  1 
Nota  6 

Nota  2 


b-22 


Stock  Nwbar 


23-24 


2i 


SyateH  D«alfnator 


Blank 
_T^2a^  Bal  anca  Code 


2b  1  Blank 

29-34        6  Typa  Dct&ll 

4^  Kaquaatar  and  Jua U f  1  cat  1  on 


Hota  3 

Nota  4 

)lote  5 


NOTE  li  tntar  a  f  If  IRC  output  carda  are  r«qulr«d» 
otharviaa  Uava  blank. 


NOTE  2 1  Tha  Input  TEX  i 
or  blank.     tfH«n  antcrsd, 


ay  ba  alpha,  nuaarlc, 
t)tc  TEX  will  ba  parp«ti»- 


•Cad  into  tha  output   IRC  card, 

HOnrt  3:     Eniar  an  A  for  aarvlceable  and/or  T  for 
lAsarvlcaab  la   (In  elthar  colunn)   tf  tha  condltlona 
ara  to  b«  Invantorlad.     Typa  baianca  coda  F  wlU 
Ml«ct  only  Oint  dacalla  with  an  R920RW  docuMtxt 
niM^r.     Thaaa  coluana  aay  ba  blank  If   only  detail 
a«l«ctloo  la  dcilrad  (cc  29-34). 

NOTE  4 1     Spaclfy  tha   type  datall  B.  U.   P,  Q»  U, 
U,   or  blank  In  any  combination  If   Inventory  of 


thaae  aaaata  la  requlrad.     Any  type  datall  My 
be  Invantorlad  alngularly  or  In  conjunction  with 
any  othar  typa  detail  or  type  balance  code,  ^pe 
detail  code  D  apeclflea  DIFM  detaila  >ut  will 
not  aeXect  detelle  with  an  document  niaaber. 


hPTE  5 1     tnter  the  req\ieater*a  nana  and  juatlfl- 
catlon  for  the  apeclel  Inventory.     The  pro|tr«« 
edita  36-31  which  cannot  be  blenk. 

HOTE  6 1     Enter  ao  K  If  output  la  to  be  returtMd 


to  the  Input  davice. 
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The  AF  Form  1991  was  prepared  to  request  a  special  inventory 
on  item  591  (30(328447 34.  We'll  discuss  each  of  the  entries. 


GENERAL  PURPOSE  CREATION 
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55 
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/^F    rVi"?!    1991    ^"KVtOUS  COITION  WILL  BE  usto 


1.  Card  columns  1  -  3  contain  the  TRIG  code.    This  is  IGP. 

2.  A  "P"  IS  placed  in  CC  4  to  produce  the  special  inventory  count  card  (IRC). 

3.  An  "R"  IS  placed  in  CC  5.    This  causes  the  output  notice  to  be 
printed  on  the  remote  that  processed  the  input. 

4.  The  national  stock  number  belongs  in  CC  8-22. 

5.  The  system  designator  belongs  m  CC  23-24.    (31  is  used  for  school  purposes. 

6.  Card  columns  25-27  contain  the  type  balance  code    An  "A"  has  been 
entered  because  the  item  is  serviceable. 

7.  The  name  of  the  person  requesting  the  special  inventory,  and  the 
justification  are  required  in  CC  36-80.    Here  we  have  put  the  name 
of  the  warehouse  supervisor  and  indicated  the  position. 
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WlicMi  I  Ins  reqiu'sl   is  \n\xit  lo  Che  romputer,  freeze  code  will 
aut(¥n.ir  ir.il  ly  Ih»  loa<ird  I  o  tJio  item  reci>rd,  and  appropriarc  detail  information 
runcorin  nr.  \  \\r  wvm  will  Ix:  iHjtjKii.     Ihis  noLlce  will  be  forwardod  to  tfie 
Inventory  Scci  ion,   wlurh  will  [lerform  the  special  inventory.     When  the  problem 
has  tx^en  loutid  and  corrected,   the  freeze  code  is  lifted. 

A  short  review  is  in  order  by  writing  responses  to  the  following  questions. 

QIO.     Wtiat  does  an  issue  document  with  "SERV  BAL=p"  printed  on  it  indicate? 

Qll.     W)iat  freeze  code  is  used  for  special  inventories? 

Q12.     When  is  a  special  inventory  nonnally  conducted? 

Q13.     What  TRIG  code  will  you  use  to  request  a  special  inventory? 

QI/4.     Who  actually  performs  the  special  inventory? 

Another  possible  error  is  that  the  balance  on  hand  recorded  in  the 
Computer  is  incorrect.     W)ien  this  happens,  the  location  listed  on  the  issue 
document  may  not  contain  enough  of  the  material  to  complete  the  issue 
(for  ex.imple,   iF  the  document  instructs  you  to  select  a  quantity  of  five, 
txit  there  are  only  three  in  the  bin).     You  should  make  a  search  for  the 
"missinr."  iteiris.     If  this  is  unsuccessful,  '•WAREHOUSE  REFUSAL*'  is  stamped 
on  the  issue  document,  warehouse/stockroom  supervisor  signs  across  the  stamp, 
and  wTilPs  "ASSIGN  TFX  CODE  P"  on  the  document.     At  this  time  a  IGP  is 
preparetJ  <»n  AF  Fcinn  U'^M  as  i^reviously  s^lown.     Notice  the  example  of  how  the 
DD  Fnnn  IV18-I  issue  document  is  annotated  on  the  next  page.     Note:  all 
four  copies  are  stamped  "WAREHOUSE  RERLSAL.** 
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Whit  deterfilne*  wU«rf  an  Item  Is  ttortd  and 

Uaui'd  from?    hialcilly  It  depends  on  th«  type  of 
item.     If  ittf  ERJtC  deslr^stor  begins  with  XD  or  XF 
(In  otlicr  worJa.   If  It  it  a  repair  cycle  Itefi),  It 
Could  be  plftiod  In  a  supply  point.     If  It  la  an  XB3 
itvrm,   It  (  oviivi  be  placed  in  a  bench  atock.     And  if  it 
In  M  common  nac .  aduiniatrativc  or  Janitorial  type 
Itim.   ti  will  b»   atored  in  .      Saae  aervice  store. 

Flrat.   iet*a  take  a  lool-  at  aupply  polnta. 
before  beco«lnc  Involved  with  the  iaaua  procedures, 
you  should  know  something  about  what  a  supply 
point   lb  and  how  it  L,»eratGa. 

Supply  pointa  are  really  nothing  sore  than  anall 
warehouse-type  facilitiea  located  within  or  next  to 
thi-  fnaintenancc  activitisa.     Each  aupply  point  atocks 
only  those  repair  cycle  itesM  that  are  noraslly  needed 
by  tl\e  Activity  it  aupporta.    i\x\  authorisation  list 

Ih  prcp.ired  for  each  aupply  point  that  ahowa  exactly 
wl^nt   items  it  utocka.     A^g  other  things,  this  list 

shows  the  Item  number,  national  atock  number,  cost, 

nvahorlxcd  quimtity.  ^nd  ui^t  of  iasue.     Notice  that 

all  the  I  KRC  dt'Hlgnutors  on  the  list  begin  with 
I  l)»er   XI)  or  x^ . 
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Now  the  issue  document  will  be  outptit  in  the  warehouse,  and  it  will  rellect 
the  lEX  in  CC  7  as  well  as  the  exception  phrase  printed  in  blocks  9  and  10. 
If  that  is  hard  to  remember  try  the  ^th  line  of  print  in  CC/43-77  ,  This 
is  shown  in  the  figure  below.    These  additional  entries  on  the  document 
alert  Storage  and  Issue  personnel  that  the  item  requires  special  handling. 
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Two  of   Che  most  important  issue  exception  codes  you  will  be  working 
with  are  those  for  health  hazard  items  (codes  8  and  9).     As  you  learned 
in  the  lesson  on  storage  functions,   these  are  items  which  could  pose  a 
hazard  to  your  health  if  handled  incorrectly.     If  a  health  hazard  item 
Is  to  be  palled  for  issue,   the  issue  exception  code  will  again  be 
reflected  in  CC  7  of  the  issue  document,  and  the  phrase  "HEALTH  HAZARD" 
will  be  printed  in  blocks  9  and  10.     Whenever  you  see  this  phrase 
on  an  issue  document,  be  sure  to  handle  the  item  carefully,  following 
all  directions  on  the  item  label . 

Another  common  use  of   the  issue  exception  code  is  on  random  length 
items  (lEX  4).     These  are  items,  such  as  copper  tubing  or  heavy 
chains,   that  are  received  from  the  sources  of  supply  in  specific  lengths 
and  must  be  issued   tn  these  same  lengths,   regardless  of  what  the  customers 
actually  need.     Wlien  a  request  for  such  an  item  is  input  to  the  computer 
by  Demand  Processing,   it  will  reject.     Then  Demand  Processing  notifies 
the  customer  that  he  has  requested  a  random  length  item.     After  this 
happens,   the  issue  document  is  prepared  manually  by  Demand  Processing. 
It   is  forwarded  co  the  warehouse  where  Storage  and  Issue  personnel 
am\otate  the  quantity  issued.     It  is  then  returned  to  Demand  Processing 
where  it  is  input  as  a  post-post  transaction.     (In  other  words,  the 
transaction  takes  place  before  the  paperwork  is  processed.) 

From  the  examples  tliat  we  have  discussed,   you  can  see   that  an 
issue  exiciitiou  code  interrupts  normal  issue  processing,  forcing 
except iouai  Imndling  of  an  item.     Some  issue  exception  codes  are 
loaded  to  item  records  by  Materiel  Storage  and  Distribution  personnel, 
so  yovj  must  leurn  how  this  is  done.     Take  a  look  at   the  format 
on  the  next  page.      ITien  look  over  the  AF  Form  1991  shown  below.  It 
has  been  prepared  to  load  an  issue  exception  code.     We'll  discuss 
each  entry. 
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GENERAL  PURPOSE  CREATION 

1 

2 

9 

S 

% 

7 

• 

• 

10 

1  1 

12 

19 

14 

It 

14 

17 

14 

20 

f 

C 

O 

\ 

4 

(P 

11 

12*^ 

2S 

2% 

27 

74 

II 

91 

14 

94 

91 

94 

97 

94 

M 

40 

0 

1 

42 

49 

94 

14 

M 

ST 

M 

44 

•o 

b 

tt 

tt 

M 

U 

44 

•7 

44 

44 

70 

71 

72 

79 

74 

74 

74 

77 

74 

74 

rliT  li  Ml  »i«tViOVt  (OiTiOW  WILL  4t  UftO 


002-04-03-01 

4  9i 


Format  for  Issue  Exception  Load 


Card 
Colunn 


Field  Designation 


Remarks 


1-3 
8-22 


TRIG  Code 
NSN 


fCd 


23-24 
41 


System  Designator 
Issue  Exception  Code 


91 

See  Note  1 


Note  1:  The  following  issue  exception  codes  are  some  of  those 
which  may  be  assigned  by  Materiel  Facilities  Specialist. 


Code 


Exception  Phrase 


4 
5 
8 
B 

F 


POST-POST     (RANDOM  LENGTH  ITEM) 
TIME  CHANGE  ITEM 
HEALTH  HAZARD 

WARRANTS  OR  SERIAL  NUMBERED  ITEM 
BREAKDOWN  INTO  COMPONENTS 


You  can  see  that  this  is  a  very  easy  format.     The  TRIC  (FCD)  , 
as  always,  bslongs  in  *CC  1-3.     The  NSN  should  be  entered  in  CC  8-22, 
and  the  system  designator  belongs  in  CC  23-24.     The  final  entry 
is  the  issue  exception  code,  and  it  belongs  in  CC  41. 


Once  an  lEX  has  been  assigned  to  an  item  record,   it  will  be 
reflected  on  the  DD  Form  1348-1  any  time  the  item  is  issued.    The  figure 
at  the  top  of  the  next  page  shows  the  issue  document  that  would  be 
printed  if  item  66lPPPP<49  39  89  were  issued.     Notice  that  the  exception 
code  is  printed  in  CC  7,  and  the  phrase  "TfMF  CHANGE   ITEM"  is  printer] 
in  block  9.     This  will  alert  Storar,e  and  Issue  personnel  that  the 
item  does  require  special  handlmp,. 
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Review  what  you  have  learned  about  issue  exception  codes  by 
writing  short  responses  to  the  following: 


Q2(). 

What 

la  the 

purpose  of  an  issue  exception  code ? 

Q2I  • 

Wliat 

f 0 rm  is 

used  to  prepare  the  input  to  load  an  lEX? 

Q22. 

What 

do  the 

initials  lEX  stand  for. 

Q23. 

Wl\at 

does  1 

^ue  exception  code  8  stand  for,  and  what  does  this 

mean'^ 

As  we  mentioned  before,  Storage  and  Issue  personnel  forward  the 
Items  ready  for  issue,  along  with  the  documentation,   to  the  appropriate 
delivery  area.       This,  of  course,  is  the  Pickup  and  Delivery  Section. 
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Pickup  and  Delivery  is  another  secLion  laanncd  by  Muerlcl 
Facilities  Specialisti   that  is  extremely  important  to  the  issue 
process.     Its  responsibility  is  to  deliver  issues  (property)   to  tho 
Customer  within  specific  time  frames. 

One  of  this  section's  primary  considerations  is  vehicle  utilization. 
The  Pickup  and  Delivery  Section  is  the  single  control  point  for  all 
vehicles,  other  than  petroleum,  oil,  or  lubricant  vehicles,  dispatched 
to  the  Chief  of  Supply.     You  have  already  learned  about  the  Hateriels 
Handling  Equipment  managed  by  this  section,  but  for  now  we  are  concerned 
mostly  with  delivery  trucks.     These  vehicles  are  considered  to  be  part 
of  the  Base  Motor    Pool    and  can  be  pulled  for  use  elsewhere  on  base 
if  needed.     On  the  other  hand,  if  priority  requirements  make  it 
necessary,  Pickup  and  Delivery  can  use  vehicles  from  elsewhere  on  base. 

Each  driver  in  the  Pickup  and  Delivery  Section  is  assigned  a  truck 
and  a  delivery  route  every  day.     He  is  responsible  for  the  upkeep  of 
his  vehicle,  making  sure  that  it  has  gasoline  and  oil  and  is 
washed  and  waxed.     In  addition,  before  using  the  t'-uck,  he  must 
complete  a  safety  checklist  to  insure  that  it  is  in  good  operating 
condition.     Drivers  normally  follow  an  established  schedule,  visiting 
every  organization  on  their  route  at  specific   times  eacli  morning  and 
each  afternoon.     T]^is  allows  the  organizations  to  plan  ahead. 

All  items  are  not  delivered  strictly  according  to  this  schedule, 
however.     A  little  earlier  in  the  lesion,  mention  was  made  of 
delivery  priorities.     They  are  an  important  consideration  of  the 
Pickup  and  Delivery  Section^ and  you  must  know  them. 

Delivery  priorities  are   numeric  codes    used  to  indicate  the 
maximum  time  allowed  from  the  receipt  of  the  request  in  Ba^c  Supply 
until   the  delivery  of  the  item  to  the  requesting  organization.  The 
following  are  the  codes  and  their  meanings: 

Priori  ty  Delivery  Time  Requirements 

1    As  soon  as  possible  but  no  later  than  30  minutes 

2   As  soon  as  possible  but  no  later  than  30  minutes 

3    As  soon  as  possible  but  no  later  than  1  hour 
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Priority  Delivery  Time  Requireroents 

^   As  soon  as  possible  but  no  later  than  4  hours 

J   As  soon  as  possible  but  no  later  than  8  hours 

^   As  soon  as  possible  but  no  later  than  12  hours 

f   No  time  liaiit  established 


Now  you  can  see  why  these  priorities  are  so  important.  Every 
time  Storage  and  Issue  brings  an  item  to  Pickup  and  Delivery  that  is 
to  be  issued  to  a  customer,   the  priority  code  indicates  how  soon  the 
item  must  be  delivered.     So.  while  an  expedite  issue  with  a  priority  of 
1  or  m  urgently  needed  and  must  be  taken  to  the  customer  before 
half  an  hour  has  passed,  an  issue  with  a  priority  of  6  is  routine,  and 
as  many  as  12  hours  are  allowed  for  delivery. 

On  most  bases,   there  is  one  Pickup  and  Delivery  driver  assigned 
to  deliver  Just  the  e)cpedite  issues-     He  is  called  the  expedite 
driver,  and  he  must  make  sure  that  all  the  top  priority  items 
(especially  those  with  priorities  1.  2.  a«d  3)  are  delivered  within 
their  time  limits.     All  routine  issues  (and  usually  priority  A  items) 
are  handled  according  to  the  established  schedules  mentioned  earlier. 

Card  columns  4-6  of  the  issue  document  contain  the  delivery 
destination  code.     This  code  indicates  exactly  where  on  base  the  item 
should  be  delivered.     But  as  a  new  pickup  and  delivery  driver,  you 
probably  wouldn't  know  what  each  code  stands  for.     So  you  would 
consult  the  master  delivery  destination  list. 

This  list  is  compiled  on  each  base.     It  shows  the  actual  delivery 
locations  (building,  room  number,  work  area)   for  each  assigned 
three-digit  delivery  destination  code.     The  document  on  page  12 
in  this  text  shows  a  delivery  destination  code  of  B19.     Now  look 
at  the  sample  master  delivery  delivery  destination  list  shown 
on  the  following  page.     You  can  see  that  this  item  should  be 
delivered  to  Building  900,  Room  112. 
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MASTER  DELIVE.RY  DESTINATION  LIST 


Org. 
Code 

Shop 
Code 

Del  I've ry 
Desti  nation 

Organization 
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No. 

Room 
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Once  you  know  exactly  where  you  are  to  deliver  the  various 
ItemB  awaiting  issue     and  what  time  standards  you  must  work  within* 
you  are  ready  to  make  the  deliveries.     AFM  67-1  directs  that  these 
deliveries  be  made  as  fast  as  possible  observing  local  speed  limits 
and  ground  safety  rules. 


Review  what  you  have  learned  about  delivering  property  by  writing 
short  responses  to  the  following: 

Q2^.    What  is  the  Pickup  and  Delivery  Section's  responsibility  In 
the  issue  process'' 

Q2j.    Who  is  personally  responsible  for  the  upkeep  of  each  Pickup 
and  Delivery  truck? 

Pickup  and  Delivery  has  just  received  the  issue  document  shown  on  page 
17  ot   this  text.     Look  it  over.     Then  answer  the  following  questions. 

Q26.    What  is  the  delivery  priority  for  this  issue? 

Q27.    What  is  the  time  frame  for  delivery  of  this  item? 

Q28.     Who  would  probably  deliver  this  item  to  the  customer? 

Q2V.     If  vou  are  unsure  about  the  meaning  of  a  delivery  destination 
code,  where  could  you  find  an  explanation'' 

Q30.     According  to  the  mastery  delivery  destination  list  on  page 
20  of  the  text,  a  delivery  destination  code  of  BlA  means: 

When  you  reach  the  destination  for  the  item  you  are  delivering, 
someone  from  the  requesting  organization  should  be  on  hand  to  receive 
it.     You  will  have  a  list  specifying  exactly  who  is  authorized  to 
receipt  for  classified  or  equipment  type  items.     But  for  regular 
supplies,  any  member  of  the  requesting  organization  may  sign  for  the 
item.     However,   the  person  signing  must  show  you  either  a  military 
identification  card   (DD  Form  2AF)  or  a  civilian  identification  card. 

It  Is  now  your  responsibility  to  make  sure  that  the  receipt  of 
the  property  is  correctly  indicated  on  the  issue  document.  Three 
entries  are  required: 
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1.  The  time  and  date  of  the  delivery  belongs  in  block  13. 

2.  The  recipient's  signature  is  placed  in  block  14. 

3.  Finally  the  name  of  the  orc^^ni zat ional  rei»resentative  receiving 
the  item  must  be  printed  in  block  15. 

The  document  below  has  been  completed  with  these  entries.  Look 
it  over;    then  answer  the  following  questions. 

Q31.    Who  is  the  organizational  representative*^ 

Q32.    Where  is  the  time  and  date  of  the  delivery  placed? 

Q33.    Where  did  the  organizational  representative  put  his  signature? 

Q34.  Why  do  you  think  the  organizational  representative's  name  is  printed 
on  the  issue  document? 
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Once  the  required  entries  have  been  made  on  the  issue  document, 

you  have  one  final  rciiponsib  11  i ty .     That  is  to  give  the  customer 

hitt  copy  of  the  document  (this  is  always  copy  2)  and  assure  distribution 
of  the  other  copies. 

The  most  important  factor  affecting  distribution  is  the 
ex^endability  ,  recoverability ,  repairabili ty  cost  cateaorv  rFT^Rr) 
designator  of  the  item  being  issued.     You  learned  a  little  about 
ERRC  designators  in  block  1.  but  they  are  so  vital,  you  should 
review  them  here . 


Remember,   the  first  position  of  the  three-position  designator 
indicates  whether  the  item  is  expendable  (X)  or  non-expendable  (N) , 


The  second  position  of  the  designator  it.dicates  whether  or  not  the 
item  IS  subject  to  repair    and  the  lowest  level  authorized  to  condemn 
the  item.     "D"  identifies  items  which  are  subject  to  repair    and  which 
should  be  returned  to  a  depot  or  specialized  repair  activity  when 
they  can't  be  made  serviceable  by  field  level  maintenance.  "F" 
indicates  items  authorized  for  repair  at  organizational  and  inter- 
mediate levels.     "B"  identifies  items  that  are  not  subject  to  repair. 
(However,   B  items  may  be  reconditioned.) 

The  third  position  of   the  designator  indicates  the  type  of 
management  required.     A  "1"  is  restricted  to  XD  items  which,  because 
of  cost  factors,  require  special  management.     A"2*'  may  be  assigned 
in  the  following  ways:     XD2  —  item  not  subject  to  special  management; 
XF2  —  unit  price  of  $100.00  or  more;     ND2  or  NF2  —  unit  price 
of  $10.00  or  more.     A  "3"  is  used  on  expendable  items  only:     XF3  — 
unit  cost  of   less  that  $100.00;  XB3  —  assigned  to  non-recoverable 
items. 

These  codes  are  important  in  the  issue  process  because  they  determine 
the  amount  of  computer  control  the  item  will  have  after  it  has  been 
issued.     For  i-xampie.  an  XB3  item,  which  has  no  repair  capability  and 
can  be  condt-mned  by  the  user,   is  not  controlled  by  the  computer  after 
issue.     Sandpaper  is  a  p.ood  example  of  an  XB3  item.     It  is  consumed  in 
use  an.i  obviously  cannot  be  repaired.     So  when  it  is  issued,  the 
computer  simply  adjusts  the  item  record  and  outputs  the  issue 
document.     However,   those  items  that  can  be  repaired  are  monitored 
by  the  computer  after  issue. 
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Repair  cycle  items  (iteas  that  have  the  capability  of  being 
repaired)  always  have  an  ERRC  designator  beginning  with  XF  or  XD,  and 
after  issue  they  are  called  DIFM  items.     (DIFM  stands  for 
due  in  from  maintenance.)     When  a  repair  cycle  item  is  Issued,  the 
computer  updates  the  item  record  balance  and  prepares  the  issue 
document.     And  it  also  creates  a  due    In  from  maintenance  record 
internally.     This  record  indicates  that  the  organization  receiving  the 
item  owes  Base  Supply  a  like  item. 


Take  a  look  at  the  follopwing  example.     Field  Maintenance  has  an 
aircraft  that  is  down  because  of  a  faulty  generator.     Instead  of 
waiting  for  repairs  to  be  made »   they  request  a  replacement.     It  is 
issued  to  them  as  a  DIFM  item  (and  a  DIFM  detail  record  is  created) 
because,  according  to  the  computer,  Field  MainLcnance  now  haw  two 
of  these  generators.     And  one  of  them  is  due  to  come  back  in. 
Maintenance  must  clear  the  detail  rt^cord  by  turning  in  t heboid  generator. 
So  it  is  through  DIFM  detail  records  that  the  computer  controls 
repair  cycle  items. 


It  is  easy  to  determine  the  ERRC  designator  of  an  item  being 
issued  because  it  is  printed  right  on  Che  issue  document.     Look  at 
the  DD  Form  13A8-1  shown  below.     The  ERRC  designator  is  printed  in 
block  X.     And,  because  this  is  an  XF  item,  ''DIFM**  is  printed  in 
block  C.     The  document  on  page  22,  on  the  other  hand,   is  for  an 
XB3  item. 


!ij|l;l^l:M;l4.l;it^di^l;';H^'^t^^1ll;|^^^ 
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The  fact  that  Dim  items  are  controlled  by  the  computer  after 
Issue  and  non-Dim  items  are  not,  does  affect  the  distribution  of 
the  issue  documents - 

Remember,  this  document  is  printed  on  DO  Fonn  13A8-1  in  four  copies. 
Copy  1  IS  always  forwarded  to  t[\e  Document  Control  Section.    As  we 
mentioned  earliei  ,  copy  2  remains  with  the  customer.    If  there  is  an 
ERRC  designator  of  XB3  in  block  X,  copies  3  and  4  are  destroyed. 
Remember,  there  is  no  control  by  the  computer  on  this  type  of  item 
after  it  is  issued.     If  the  ERRC  designator  begins  with  XD  or  XF 
and  '^DIFM"  is  printed  in  block  C,  copies  3  and  4  are  forwarded  to 
the  Reparable  Processing  Center  (RFC).    These  copies  will  be  used 
later,  when  the  it«n  it  is  replacing  is  turned-in  for  repair. 

Earlier  in  this  lessor  we  discussed  items  that  require  exceptional 
handling.  (Refer  to  page  13.)  One  such  item  is  the  warranty/guaranty. 
Distribution  of  the  DD  Form  1348-1  issue  document  is  somewhat  unusual. 

If  the  issue  documeta  is  for  an  item  under  warranty/ guaranty  the 
procedure  is  slightly  different.     You  sign  and  date  block  1  as  shown 
prevuMisly.    Then  ftirward  the  property  and  issue  document  to  the  Pickup 
and  Delivery  Sectioti.    At  this  tuiie,  the  document  will  be  annotated 
with  model,  serial  number,  manufacturer's  name  and  other  data  required 
locally. 

Upon  delivery  to  the  organization  the  driver  will  obtain  the  time 
and  date  in  block  13,  the  organizational  representatives  signature  in 
block  14,  and  his/her  printed  name  in  block  15.    Then  the  document 
distribution  for  the  DD  Form  1348-1  will  be  as  followsi 

Copy  1  -  Document  Control 
Copy  2  -  Custodian 

Copy  3  -  Contract  Maintenance  for  warranty/ guaranty  items 

and  items  under  serialized  control 
Copy  4  -  Used  as  locally  determined  or  destroyed 


Review  what  you  have  just  learned  by  writing  short  responses 
to  the  followingi 
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Q35.    After  assurinp,  that  the  profx-^r  cnLries  havo  been  made  on  Llie 
lasue  document,  what  is  Pickvip  and  Delivorv's  final  responsibility? 

Q36.    The  most  important   factor  aLlrcruir.  distribution  of  the  issue 
document  is? 

Q37.    Wl^o  receives  copy  1  of  the  issue  document  for  an  XB3  item? 

Q38.    What  happens  to  copies  3  and  ^  of  the  issue  document  for  a  DlVt^  item? 

Q39.    Which  copy  of  the  issue  document  does  the  customer  keep  iis  his 
receipt? 

Q40.    What  IS  the  correct  distribution  for  copy  ^  of  a  non-DIFM 
issue  document? 

Q^l  •    Issue  documents  for  warranty/guaranty  items  require  what  entries 
by  Pickup  and  Delivery  personnel? 

Q^2.    Review  the  DD  Form  13A8-1  on  page  1^  of  this  text  ^nd  list  the 
distribution  for  each  copy  required  of   the  Pickup  and  Delivery  driver. 
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SUMMARY 


In  thia  leaaon  you  hav«  learned  about  the  iaportant  role  you  will 
play  in  the  proceaa  of  iaeulng  itens  from  a  warehouse  to  a  cuatoaer* 
Let* a  reviev  %ihat  the  leaaon  haa  covered. 


Flrat»  an  organization  which  needa  an  itea  contacts  either  the 
eitpedite  or  the  routine  call-in  point  of  the  Demand  Proceaaing  Unit. 
Demand  proceaaing  preparea  an  iaaue  requeat  on  AF  Form  2005.  Thia 
is  input  to  the  computer,  and    normally  the  issue  document  is  output 
in  the  warehouae.     Storage  and  iaaue  personnel  pull  the  property, 
sign  the  docuaant,  and  forward  both  to  the  Pickup  and  Delivery 
Section.    Remember,  though*  that  some  itema  are  aubject  to  apecial 
iaaue  proceaaing.    They  are  identified  by  insue  exception  codea 
on  their  item  recorda. 


The    Pickup  and  Delivery  Section's  reaponsibility  is  to  deliver 
the  item  to  the  customer.     In  doing  so  it  must  consider  delivery 
priorities  and  vehicle  utilization.     Upon  receipt  of  the  property, 
the  issue  document  is  completed  with  the  time  and  date,  the  recipient's 
signature  and  the  recipient's  printed  name.    Pickup  and  Delivery  must 
then  distribute  the  four  copies  of  the  issue  document. 
Copy  1  ia  forwarded  to  the  Document  Control  Section;     copy  2 
remaina  with  the  customer;  if  it  is  a  DIFM  item,  copies  3  and  4 
arc  aent  to  RPC;  if  it  is  a  non-DIFM  item,  copiea  3  and  A  are 
deatroyed. 


Now  complete  the  workbook  for  this  Wesson. 
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Supply  Training  Branch 

Lowry  Air  Force  Base,  Colorado 


HB  G3ABR64531  000 
AuRust  1978 


WAREHOUSE  ISSUES 


Problem  Onei    You  work  in  the  Storage  and  Issue  Section  of  the  warehouse 

and  have  just  selected  item  662W018fl8944  in  a  quantity  of  9  each  Now 

make  the  entry  you  are  responsible  for  on  the  issue  document  printed  below, 
Use  your  name  and  Julian  date  8294. 


FB1968 


•^•/^     '  '   '  Iwtb"  '  '  •-^  fkiwd 

123  TACTICAL  RECON  WG 


Mil  ll'^VT 


EOQ 


1 


W94r 


(0090131 
«^001359 


T  


ft»JllktcVtO        AMD  DAfI 


#M*4Nf  «vA»i.#.iAf.*fc  v^«*4iic\AruM 


^HAFT  MOTOR 


u^mrAHTSiff 


TIME  0840 
a;94ggg80 


^6Val  du»< 


2^3  ^ 


ft-  MCllViO  tT  AMO  0*T| 


i  


mt»ICT|D  St  AMO  OAtt 


cfl 


Problem  Two;     You  work  in  Pickup  and  Delivery  and  have  just  delivered 
iten  6620f018p8944  to  organizational  representative  Henry  Patrick.  Make 
the  required  entries  on  the  issue  document  above.     Use  the  tune  1420  and 
the  date  21  Oct.  78. 


Supersedes    WB  002-0A-03-01  dated  March  1978, 
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Problem  Fourt    This  problem  involves  a  warehouse  refusal.     You  have  checked 
all  possible  areas  arwl  the  property  identified  on  the  document  was  not 
available  for  issue.    Assume  the  duties  of  the  stockroom  supervisor  and 
complete  the  document  provided,  with  the  necessary  data.    To  complete  this 
problero  you  must  also  prepare  an  AF  Form  1991  requesting  inventory  action. 

Enter  I     ASSIGN  TEX  CODE  P  TRICj  IGP 

Stockroom  supervisor*    Mike  Lamb  NSN;      CC .  8-22 

Datet     8222  SYSTEM  DESIGNATOR i  pi 

TYPE  BALANCE  CODEi     CC ,  26 
INITIATOR  AND 
JUSTIFICATION:     CC ,  36-8() 
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Problem  Four  cont. 
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Problem  Five:     The  issue  document  on  the  following  paf,e  shows  SERV  BAL=p 
in  block  W;  however,  four  pair  of  the  auto  hinges  remain  in  the  warehouse 
location.    All  possible  areas  have  been  screened  and  there  are  no  outstanding 
documents.     You  must  prepare  a  request  for  s|>ecial  inventory  using  the 
information  provided  and  an  AF  Form  1991.     Inventory  Section  will  do  the 
research  and  make  any  adjustments  to  the  item  record  balances  for  you. 
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Problem  Five  cont. 
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Problem  sixi  LetU  see  how  well  you  can  interpret  the  information 
on  an  issue  document.  Using  the  document  below,  find  the  following 
information:  * 


1. 
2. 
3. 
4. 


Organiiational  repreaentative 
Delivery  destination 
Warehouseman 


Time  of  delivery 


5,  Issue  exception  code 

6.  Warehouse  location 


7.  Quantity  to  be  issued 

8.  Issue  exception  phrase 

9.  Delivery  priority   


10.     Date  of  delivery 
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^1 


FB1968 


i-t  A  1  LXJL 


I»ll2 


91 


imp  TO  ■  ■  *  '  ^  prinWir 

123  TACTICAL  RE CON  WG  EOQ 


J  M 


-J — I  1  I 


i  L_ 


»ACKCO         AMD  D*Tt 


TIME  laaS 


•CCf'vtO         AND  OATt 


TIME  CHANGE  ITEM 
1  


\5 


0*Tf  tM.»»(o 


-7- 


ERLC 


002-0A-03-01WB 

513 


49^ 


Problem  "^rviMii  Tho  tul  lowing  b^'v  -n   laukn  are  alJ   part  of   the  warehouse 
Issue  procena.     hi  i»pact-  tulK^winj^  <ach,   identity  which  one  of  the 

units,  sections, or  individuals   LiMted  below  is  responsible  for  per- 
forming It.     Then  in  the  apace  to  the   left  of  each  task,  indicate 
Its  proper  sequence  ijn  relation  to  the  other  tasks  listed,     (That  is. 
put  a         by  the   task  that  is  perioroied  first,  a  "2"  by  the  one  that 
la  performed  second,   ett  .) 

  Take  Item  to  the  customer 


Request  item   

Prepare   Isa.ic  icr;ucHL 

Sign  and  date  block   1  ot   the   Leeut^  document. 

Pull  property  f i cm  warehouwe   

Sign  block  1^  of   ibsue  document 
Distribute   1 shuc  document 


a.  Demand  Processing 

b.  Organizational  KepreBentativc 

c.  Storage  and  Issut 

d.  Pickup  and  Delivery 


When  yovi  have  Lumplcted  this  workbook,   you  may  check  your  work  against 
the  key,  whUh  is  avallnblc  al   the   instructor  station.     Then  take 
another   look  at    thi^  objeLtivee   for   the   lesson.     When  you  feel 
confident  that  you  can  meet  them,   you  are  ready  for   the  lesson  appraisal. 
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SPECIAL  ITEM  ISSUES 

SCOPE 

Meeting  the  eupply  needa  of  the  cuatoaera  la  the 
primary  function  of  the  Baae  Supply  ayetea.     In  thle 
block  you  have  learned  hew  Rate  Supply  requiiltlona 
and  ncelvea  needed  Iteaa  from  the  aourcaa  of  aupply 
and  how  itena  are  laaued  from  the  warahouae  Co  a 
cuatomer.     Hut  not  all  itema  are  atored  In  and  laaued 
from  the  warehouac .     Aa  you  have  learned,  other  typea 
of  atoiage  facllitlea  are  alao  uaad.     Thaaa  include 
aupply  points,  bench  atocka,  and  the  baae  aervice 
store.     So,   to  complete  your  picture  of  the  iaaue 
proceaa,  you  muat  learn  about  the  three  other  methoda 
uaed  by  or ganira t lona  to  obtain  property  fro*  E^ae 
Supply. 

OBJhCTlVF.S 

1.     I^repfltf  a  wupply  point  Issue  requaat. 

SuppfttadfH     lrr"002-0>05-0i  dated  1  Oct,  76 

002-OA-OA-02 
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2.  Describe  tasks  psrforwd  when  Issuing  a  bench  stock 
Iteai. 

3.  Prepsre  s  bulk  issue  request  for  s  bsse  service 
store  Itea. 

Describe  usks  performed  in  conducting  bulk 
Issue  reconciliation. 

DIR£C1I0NS 

To  coisplcte  this  lesson  you  must  have  this 

text,  a  workbook,  a  sheet  of  scratch  paper,  and 
AIS  Module  IPHt  Form  #4.     You  will  find  embedded 
questions  tl^roughout  the   text.     Write  short 
responacs  to  them  on  the  scratch  paper.     A  key  to  the 
corn-It  anawera  Is  nvafJiblc  «t  the  Instructor 
8  t,j  t  ion  . 

-2- 
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In  iei*«on  rUr«e  you  learned  the  procedures 
fu]  lowed  to  iesuc  items  iron  tht  v%ti:house  to  s 
customer.     So»  before  starting  on  specisl  item 
isiiuc  procedures,  lct*s  quickly  review  vhst  you 
tisv«  lurned. 

First,  the  customer  contacts  the  Demand  Processing 
Unit.     TUc  DPU  clerk  prepares  a  warehouae  iasue 
request  on  AK  Form  2005.     This  is  input  to  the 
romputisr  on  the  DPU  remote  device. 

If  the  Ilea  is  available  in  the  quantity 
needed,   the  iHsue  document  will  normally  be  out- 
put on  «  remote  in  the  Storage  and  Issue  Section 

of    the  warehouse 
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l"hls  docuntent  Is  used   to  .elect  the  property. 
'Wg  other  ihlrgi  It  Indicates  the  warehouse 
location,   the  quantity,   the  unit  of  Issue,  and 
tho  priority. 

After  the   item  ha.  been  selected  and  the  l..u« 
document  signed  by  the  warehouseman.   It  1.  the 
responsibility  of  the  Pickup  and  Delivery  Section  to 
take  thea  to  the  cu8to»rr. 

A  Kirt>er  of  the  requestlnc  organization  rec.lve. 
the   Ue».  and  the  required  entrUs  are  made  on  the 
Issue  document . 

riien.   of  course.   Pickup  and  Delivery  must 

distribute  the  documents.     Remember,  the  correct  dla- 
trlbutlon  depends  upon  the  type  of   lte»  that  Is 
being  Issued. 

So  that  Is  the  v^y  normal  Item.  «re  Issued  fro. 
a  Dasc  :.upply  warehouse.     However,  each  base  has  many 
spocl.il    Items  that  are  not  stored  tn  the  warehouse. 
Kor   till-  sake  of   convenience.  cu«  toners  obtain  these 
Items  Irom  supply  points,   bench  stocks,   or  the 
b.isc  6crvlrc  .store. 


•  4  - 
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What  detemlnen  wh«rt  an  ltc»  !•  stortd  and 

lasutd  from?    Haslcally  It  depends  on  the  type  of 
Item.     If  itH  ERitC  detl^ator  begins  with  XD  or  XP 
(In  otiicr  worUs,   If  It  is  a  repair  cycle  Item),  It 
Could  be  plAtcd  in  a  supply  point.     If  it  is  an  XB3 
item,   It  (  oil  id  be  piaced  in  s  beach  stock.     And  if  it 

administrative  or  Janitorial  type 
It.^m,   ii  will        Stored  in  .      base  service  store. 

First.   let's  take  a  look-  at  supply  points, 
before  bfcoainc  Involved  with  the  issus  procedures, 
you  should  kncA^  sowething  about  what  a  supply 
polt\i  lu  ond  how  It  c,>eratet. 

Supply  points  are  really  nothing  pore  than  smII 
warehouse-type  facilities  located  within  or  next  to 
thi   maintenance  activities.     Each  supply  point  stocks 
only  those  repair  cycle  IteaB  that  are  normally  needed 
by  the  n(  tivlty  it  supports.     An  author Ixatlon  list 
in  prcv^ired  for  each  supply  point  that  shoMS  exactly 
whnt  I  teas  it  utocks.     A»ong  other  things,  this  list 
shows  the  Itea  number,  national  stock  nuaber. 
nuthorlzcd  quantity.  And  ui\it  of  issue.     Motice  that 
all   the  I  KRC  deaignutors  on  the  list  begin  with 
.Mihor   XI)  or  XK. 

_  5»« 
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Ut's  see  how  thia  tvpe  of  operation  would  benefit 
maintenance.     Say,   for  exann)le,  a  ■echanlc  in  the 
maintiMwincc  activity  la  working  on  an  aircraft  and 
needs  Lu  replace  a  control  unit.     If  this  item  la 
stored  in  hia  actlvlty*a  aupply  point,  he  aiaply  walka 
over  to  the  supply  point  and  the  item  la  laaued  to  hi* 
over- tlK»-t oun  :er  ,     So  he  can  continue  working  almoat 
ioocdiately.     Supply  points  add  apecd  and  convenience 
to  the  supply  operation. 

-4>- 
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a  Materiel  Pecllltlee  SpecUllet,  you  could 
be  eealgned  to  work  In  •  supply  point,  eo  you  auet  knew 
the  ieeue  proceduree  followed. 

Km  wee  rationed  eerller,  Itema  In  a  eupply  point 
are  laeued  over-the-co«ter .    Thie  Mans  that  when  a 
cuatower  (laaintennnce  wmn)  co«ea  In  for  an  Item, 
hopefully  he  will  leave  with  it  within  a  very  short 
period  of  tlAC. 

When  the  customer  tella  you  he  needs  an  item,  It 
la  your  responsibility  to  prepare  a  supply  point  issue 
reques  t . 

but  first  you  would  go  to  the  correct  locstion 
and  pull  tlic  item.     (You  have  to  »ake  sure  that  It 

is  on  hand  before  you  Issue  Itl) 
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How  do  you  know  where  the  Itea  Is  located  In 

your  supply  point?    Every  article  placed  in  a  supply 
point  is  assigned  an  item  nur4>er,  and  it  is  stored 
accordlnR  to  thla  nuniier. 

Your  next  question  probably  is,  "Where  do  I 
find  tlic  1  tem  nuBber 7"    Rcocnbpr,  it  is  the  first 
entry  on  tlic  supply  point  autlior liation  list. 
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So  when  a  lupply  point  cu«to««r  rcquattt  an  Ifm, 
your  flr.t  .t.p  1.  to  check  the  .uthor Iwttloo  ll.tln*. 
T^U  will  tell  you  if  the  Ite.  1,  ...igned  to  the 
•upply  point  and.   If  .0,  where  it  1.  .tored. 

Kevlew  what  you  have  learned  about  .upply  point, 
by  writing  short  rcapon.e.  to  the  following: 
Qi.     Wlu're  18  a  .upply  point  normally  located? 
Q2.     Wl.at   type  of  it.«  are  stored  In  a  .upply  point? 

Q3.     How         you  tell  which  ite«.  are  .tored  in  . 

supply  point?  "  ■ 

Q^.     How  can  you  determine  where  an  item  1.  stored  in 

«  'upply  point? 

All  :,apply  point  itCM  are  stored  accordina 
"^o  their  nu^.r. 

Once  you  have  selected  the  ite«.  you  are  ready 
10  fill  out  the  request.     Study  the  format  on  the 
followinK  page.     We'll  dt«cu.s  the  necessary  entrie.. 
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The  tran«*ctloa  identl  f  lc4tloi\  code  (TRIG),  ts  tlvays, 
belongs  In  CC  1-3.     For  a  supply  point  issue  request^ 

the  TRIG  is  MSI. 

T\\e  delivery  deBtinatlon  code  belongs  in  CG  4-6. 
Card  colunnna  8-22  contain  the  NSN.     The  \nit  of 
issue  belongs  in  GG  2>-24,  and  the  quantity  belongs 

on  CC  25-29. 

Now  wc  cowc  Co  Che  docuwenC  nuaber  (GG  30-43).  It 
Is  construLted  n«  follows: 

CC  iO  --  ActiviCy  code,  "S'*  for  supply  point 
CC  11-33  --  Organization  code 
CC  34-35        Shop  code 

CC  36-39  —  Serial  number  assigned  to  the  trans- 
action 
CC  40-43        Item  number 

The  demand  code  belongs  in  CC  44.     ReMoiber,  the  supply 
polnC  is  stocked  only  with  items  that  are  used  fre- 
quently,  su  Che  demand  code  is  **R"  for  recurring. 
I'hf  forte  activity  designator  in  CC  53  indicates  the 
misBion  ot    the  organization.     *'S"  is  used  for 
Hupp  I  y  po In  tu . 

V\e  syMCi-m  dislgnator,  91,  belongs  in  CC  55-56. 
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CC  60-61  contain  the  priority. 

The  urgency  Juetlf Icet Ion  code  belonge  In  CC  65-66, 
n.c  mark  for  In  CC  67-^0  le  conetructed  e9  follows: 
CC  67-71  —  blenk 

CC  72-80  --  Supply  point  detail  document  nurt)er: 
CC  72-7^1  "  W5 
CC  75-76  ~  Supply  point  code 
CC  77-80        I  tea  number 

You  will  also  place  the  requestor's  naM  and  the 

tlM  and  date  In  block  a  of  the  M  Form  2005. 

All  you  have  to  do  in  filling  out  a  supply  point 
Issue  request  Is  follow  this  format  and  supply  the 
necessary  Information      The  figure  on  the  next  page 
shows  a  completed  supply  point  Issue  request  for 
NSN  28050a67A9^U.     It  1»  being  Issued  to  C. 
Washington  who  Is  from  organization  8^1.   shop  VI. 

Look  It  over.     Then  review  what  you  have  learned 
by  completinH  probleni  one   in   the  workbook. 
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Unce  the  request  }>a9  been  conrieted,   it  !■  in- 
put  to  the  coroputer  on  the  remote  device  in  the  supply 
point.     In  response,   tlie  saac  remote  outputs  the 
supply  point  issue  docui»ent.     As  you  would  expect,  it 
is  printed  on  UD  Form  13A8-1  in  four  copies. 

A  bsrople  supply  point   issue  docunent  is 
slio^  on  Che  next  ps^je. 
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In  the  lesson  on  warehouse  ls«u«  procedures,  do 
you  renei^er  what  ti^e  wsrahouseman  was  required  to  do 
after  he  had  aelected  the  ite»?    He  put  his  signature 
and  the  Julian  date  In  block   1  of  the  Issue  document. 
Well,  now,  as  the  aupply  point  clerk,  you  arc  performing 
the  same  task  as  the  warehouseman.     So,  after  selecting 
tho  Item,   you  must  also  sign  and  date  block  1  of  the 
^!SI  document. 

You  Q(\n  probably  figure  out  what  additional 
entries  are  required  on  the  document.     Just  as  was 
tUv  case  with  a  warehouae  issue,  blocks  13,   lA  and  15 
of  thv!  docuroi'nt  must  be  completed.     As  you  might 
expect,    tl)c  entries  are  the  same.     The  time  and 
tnlendnr  date  arc  entered  in  block  13;  the 
•ustoracr's  signnCure  is  entered  in  block  lA;  and  the 
customer'n  namt'   is  printed  In  block  15. 

All  of  these  entries  are  shown  on  the  document 
on  p.\gt  22. 

6  3  ' 
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Tl»e  final  task   involvrd  with  a  auppiy  point  iaaw 
Ih  diatrlbutlnR  the  issue  document.     Am  the  clerk, 
this  will  be  your  responsibility,  so  you  mumt  know  the 
proper  distribution. 

luckily,   it's  the  saflK>  as  the  distribution  you 
loarneU  for  the  warehouse  Usae  docuaent.    Do  you 
rc-wmber  I  t? 

Co|>y  I         Do<.uiKMit  Control 
'  op\   2        (  uatoim^r'M  cupy 

^opi.-N   i  Mud  4        Forwarded  to  the  Reparable 
Processing  Center  (RTC) 
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do  copUt  3  and  4  tutOMtlctlly  go  to  RPC? 
aecaust  ev€ry  itmm  a.tlgned  to  a  lupply  point  moBt 
be  a  rtptlr  cycU  item,  which  wans  chat  It  will  be 
controlled  by  the  co^uter  after  issue.  Therefore, 
copies  3  and  4  Bust  be  filed  in  RPC,  to  be  used  later 
when  the  itea  la  turned-in. 

And  that's  all  there  is  to  the  supply  point 
Issue  process.     As  you  can  see.  it  is  similar  to  the 
warehouse  Issue  procedure  In  wny  ways.     However,  it 
Is  a  much  quicker  process,  with  fewer  Base  Supply 
sections  involved. 


Review  w!\aC  you  have  learned  by  writing  short 
rrsponses  to  tiic  following: 

QO .     If  ihe  Issue  request  is  input  on  the  supply 
point  rem.    e,  wl\ere  is  the  issue  document  output'' 

Whi<.h  block  of  the  issue  docuront  docs  the  supply 
point  clerk  sign  and  date** 

Wlmt   {3  cntcri'tl   In  bluik   14  of  tlie  ^fSI  docuwnt? 

^|9.     Wlmi    Is  LMitercd   In  block  15  of  the  MSI  docunent? 

ylO.     Wli<»t  happens    to  the  four  copicb  of   the  document? 
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Now  coaplete  problem  two  In  tht  workbook.  Hien 
return  text. 

Another  type  of  •torag^  facility  yoy  should  becoM 
faalJlar  with  1«  bench  itocki.     They  arc  ■Imllar  in 

purpose  to  the  lupply  point! .     In  other  worde,  they 
arc  eleo  estebllahod  for  the  convenience  of  the 
■fllntenance  ectivity. 

Bench  itockn  ere  etorege  \M\if  (or  eiAller 
drawer  and  ahelf  arrangeaents)  located  In  the  in- 
dividual maincLM.ance  ahope.     They  are  atocked  with 
t^^osc  Xaj  itenw  that  are  uaed  conaiatently  in  that 
working  area.     For  example,  an  electric  ahop'a 
bench  atork  wouJd  contain  reaiatora^  tubea^ and  solder, 
wh!l*'  a  tire  ahop  would  probably  have  patches,  valve 
«cii'H,  nud  valvo  steraH.     I1^e  obvious  advantage  of 
this  1m  rhat  rr.|uircd  supplies  «re  at  hand  inatead  of 
In  ihr  wni.  houMr.     So,  as  a  malntcnjwtce  worker 
nrrdK  iht  uv  iiiiw*,  hv  Just  walks  over  to  the  bench 
atO(k  and  hulpn  himself. 
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This  is  a  very  convenient  arranfewnt,  but 
you*  re  probably  wotidering  whnt  happens  when  the 

bench  stock  runs  out  of  Itetw. 

Keeping  bench  stocks  full  (or  replenished) 
is  tho  roj^ponslb  I  llty  of   the  Bench  Stock  Support 
Utilt,  a  part  of  tht-  Materiel  Support  Section. 

For  every  itea  that  is  aasipied  to  a  bench 
stock,  a  master  bench  stock  card  is  prepared  and  filed 
by  the  Bencli  Stock  Support  Unit.     Thia»  for  exanple, 
is  the  master  bench  stock  card  for  a  capacitor, 
..'SN  Ihe  unit  of  issue  is  E\,  and 

tl)c  quantity  i««ued  to  the  bench  Stock  is  27. 
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Thej*e  cnrdt  pUy  a  key  role  In  repUnlthlng 
btncU  wtocka.     Two  types  of  rtplmalihBent  are  used: 
lyile,  which  in  ecco^pllihed  every  30  dtye;  and 

spoilul,  iccompllahed       needed.     Both  follow  the 
s*\iD€  procedures. 

ilrst,  biM\ch  ttork  bins  contelning  items  that 
nicd  rrplenlHUment  are  flagged  in  aome  mannt  :o 
i!\cJlLaii'  thiw  rendition,     licre,  red  metal  taga 

The  Bench  Stock  Support  Unit  is  conposed  of 
Inventory  Managanent  Specialists.    They  note  which 
lt«,  for  organizational  bench  stocks  have  been  flagged. 
One  of  the  Inventory  Manage«>ent  clerks  selects  the  master 
bench  stock  card  for  each  iten>  needed.    These  cards  are 
stacked  together  for  ii^put  to  the  cc«>puter.    Upon  i.*ut 
the  c«nputer  produces  two  products,     a  new  master  bench 
stock  card  (which  is  re-filtd)  and  a  bench  stock  issue 
card.    The  bench  stock  issue  card  (BSU)  is  siinilar  to  the 
master  bench  stock  card,  but  notice  that  the  TRIG  is  BSU 
and  that  CC  ^U-5U  (in  the  upper  right-hand  corner) 
contains  the  warehouse  location. 
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The  bench  Stock  Support  Unit  notet  which  Itens 
have  been  flagged    and  polls  the  natter  bench  ttock 
card  for  each  of  these  iteaa.     As  each  card  is  Input 
to  the  computer,  tvo  products  are  output:     a  new 
master  bench  stock  card  (which  la  re-filed);  and  a 
bcncli  Btock  Issue  card.    This  second  card  is  simlUr 
to  the  master  bench  stock  card,  but  notice  that  the 
TRK    Is  USU  and  that  CC  44-54  (in  the  upper  right 
hand  corner)  contain  the  warehouse  location.  (Don't 
be  (ontuwed  by  the  printing  on  this  card.     It  la 
punched  In  an  80  coluw  format,  but  the  interpreter 
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The  RSU  card  Is  forwarded  to  the  Storage  and 
Issue  Section  of  the  warehouse.    This  is  where  Materiel 
Storage  and  Distribution  personnel  become  involved. 

As  a  Materiel  Facilities  Specialist  in  the  Storage 
and  Issue  Section,  you  would  respond  to  the  BSU  card  in 
™ach  the  same  way  as  you  respond  to  a  warehouse  is*ie 
document.    You  go  to  the  warehouse  location  indicated 
and  pull  the  necessary  quantity  of  the  itan.    If  you 
had  received  the  sample  card  shown  on  page  30,  you 
would  go  to  location  19AW3Cpl4  and  pull  31  of  itm 
59300#5^33991.    (Don't  be  confused  by  the  printing  on 
this  card.    It  is  punched  in  an  80  column  format,  Ixit 
the  interpreter  print,  it  in  a  60  (line  one)/  20  (line 
two)  format.)    Don't  confuse  the  BSU  card  with  the 
master  bench  stock  card.    Check  with  your  instructor 
for  clarification  if  necessary. 
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prints  it  in  a  60  (line  one)/  20  (lint  two)  forMt.) 

The  BSU  card  ia  forwarded  to  the  Storage  and 
lasue  Section    of  the  warehouse.     Thia  ia  where 
Materiel  Storage  and  Dlatrlbution  personnel  becou 

involved . 

If  you  work  in  the  Storage  and  laaue  Section, 
you  would  respond  to  the  BSU  card  in  nuch  the  aaiae 
way  as  you  respond  to  a  warehouse  issue  document. 
You  go  to  the  warehouse  location  Indicated  and  pull 
the  necessary  quantity  of  the  lte».   If  you  had 
received  the  saaple  card  show  on  page  30,  you  would 
go  to  location  19K003Oili,  and  pull  31  of  Item 
59:i^^^5^33991. 
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Unfor tunitely,  It's  not  quite  th«t  eaay. 
Hecftuse  bench  ttockt  are  replenlthed  accordlnf 
to  HChedules.  noisily  you  will  receive  a  great  .any 
BSU  cards  at  one  tine.     These  ahould  already  be 
•rranged  In  warehouse  location  sequence,  but  It's  m 
Rood  Idua  to  check  snd  nake  sure  that  they  are.  It 
c«n  save  you  /»  lot  of  tlae  and  stepa  to  select 
Chi-HC  Items  In  order  of  locstlon. 

So  niM  you  tsk«?  the  stockplcker  hand  truck  and 
go  to  the  appropriate  area  of  the  warehouse.     Why  do 
yo.i  need  the  truck'    Reaember,  you  will  probably  be 
i.c].-ctlng  aany  different  1  teas.     And,  because 
ea.-h  Issue  Is  to  replenish  an  entire  bin.  In  many 
c.iscH  Che  quantities  will  be  large. 

Ah  you  reach  each  locstlon,  you  pull  the 
riqu.-stcd  Items,  nnd,   to  avoid  unnecessary  con- 
fusion, placL-  then  In  a  paper  sack.     Then,  to 
MontKv  tlu-  Hufk,  attach  the  BSU  cerd  to  It. 
-52-33- 
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And  that^s  all  you  have  to  do.     It  la  the 

rosponsiblllty  of  tUt  bench  Stock  Support  Unit  to 
pick  up  the  Items  froa  Storage  and  laaue,  take 
them  to  the  using  organl m tlons ,  bin  them,  and  aaaure 
distribution  of  the  BSD  card. 

Tliat  completes  bench  stock  Issue  procedurea. 
Before  going  on  to  learn  About  the  base  aervice 
score,   review  w*iat  you  have  learned  about  bench 
stocks  by  writing  short  responses  to  the  follwlng: 
Qli.     Where  arc  bench  stocks  normally  located? 
Q12,    What  is  the  TRIG  on  bench  stock  issue  carda? 
gl3.     Who  files  master  bench  stock  carda? 
Qi^.     What  tvpe  of  iteaa  tnay  be  stored  In  a  bench  stock? 
Q13.     What   Ls  the  main  purpose  of  a  bench  stock? 

Ihe  third  and  final  type  of  special  Item  Issue 
you  will  lenm  about  is  the  bulk  Issue  procedure 

followed  III  th^'  bose  service  store. 

sinic  chi-  bane  scrvlci-  store  Is  at  lea?it 
P*>rtlnl)v  manned  bv  M^^terlel  Facilities  Specialists, 
von  tihonld   learn  about   ItB  purpose  and  operation. 
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was  mentioned  earlier  In  the  lc»»on,  tli€ 
bast'  service  store   is  the  storage  facility  for 
cownon  use  administrative  and  Janitorial  type  Itcaa. 
VMa   includes  such  things  as  pencils,   pens,  office 
supplies,  brooms,  brushe?;,  ^nd  so  on.     So  any  tln«  ar 
urbanization  on  base  needs  this  type  of  Item,  it 
must  be  obtained  from  the  base  service  store.  And 
vuu  can  i)robnbly  ace  how  the  facility  gets  Its  name. 
Us  arrnngemi-nL   H  slaiUr  to  that  of  a  store,  with 
LlK-  ltem.s  displayed  Jn  a  manner  that  allows  the 
customers  eauy  selection  when  they  co»e  In  to  ''shop*'. 
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rh€  service  Btore  ii  «lao  the  itorage  locttion 
for  uxpcndAhlc  toola.     These  are  stored  separately 
from  other  service  store  Itens,  but  otherwise 

urc  treated  in  much  the  same  manner. 

Three  methods  of  issue  are  uaed  by  the  base 

service  store.     T»ie  first,  called  "Individual  item", 
Is  very  similar  to  the  warehouse  issue  procedure  you 
learned  In  lesson  tierce.     The  second  la  post-post 
Individual  item,  where  the  property  is  physically 
issued  before  the  paperwork  is  processed.  The 
third,  and  most  common,  method  is  called  "bulk 
issue".     With  It,   the  customer  comes  into  the 
store  to  "shop",  and  many  different  items  are 
Itwolvrd.       This  is  the   type  of  issue  we  will 
bo  tot^ct-rned  with   In  this  Icnson. 


-36- 
002-0^-04-02 


Not  Just  anyone  can  walk  into  tha  atore  and 
''ahop".     Kach  orgAnlcational  cosMndcr  will  aubnit  a 
written  request  to  the  Chief  of  Supply  for  the  nuaber 
of  cuatomcr  authorisation  carda  he  fcala  hia  organlaa- 
tion  needs.     So  everyone  who  ahopa  in  the  baae  aervice 
store  Bust  identify  )iimaelf  with  one  of  thcae  carda. 

After  the  customer  haa  aclected  the  itena  he 
needs,  ho  takea  thea  to  the  aalea  covM>ter  for  check-out. 
As  the  baac  aervice  atore  clerk,  you  auat  then  prepare 
n  bulk  issue  request.     This  is  done  on  Af  Form  2005 
in  three  copies. 

Tako  .1  look  at  the  forant  for  thia  input.  It 
Is  f>n  tho  next  page.    We'll  diacuaa  the  neceaaary 
tr  los . 


002-OA-OA-02 


»UU  USUi/TVMKlN  UM  (HQO)  TilCi  iSt  •t  KT 


i- J 


TV  TMIC 

n)  r*ctlU7  M««i**r  (CI  tely) 
m      !«^^*r  uf  Lln«  Htm 


UM 


4^  1 

4>-Nu  k  tfl  w*rk  ar^r  IKa^cr 

'jl  1  Tx  Tr«A«*ctlwn  itict^tlM 

)N)<«  j  ft  rrejMi  L*4« 

;4-M^  ;  W  lmfn4%4  L««l 


-39- 
002-U4-04.02 


515 


Th«  TRIC  In  CC  1-3  !•  BSS  for  btte  tervlct  store- 
(Th«t*8  ttsy  to  r«Mii6tr»  Isn't  It?) 
The  f«d«rtl  supply  iroup  should  b«  placed  in  CC  8-9. 
Qecaiise  wort  then  one  FSC  will  be  Involved,  i  fenerel 
cckU   is  used.     For  Issues  Involving  norasl  service 
s^torc  ItcM.  this  code  Is  "99'\    For  expendable  toole, 
the  code  Is  "51". 

As  usual,  CC  25-29  contain  the  quantity.    But,  as  the 
format  directs,  you  should  enter  the  niaber  of 
NSNs  or  line  Iteaa  Involved,  not  the  actual  nuaber 
of  Itema.    For  example,  If  the  cueto«r  hae  selected 
three  pencila,  four  "op  handlee,  eeven  bruehes,  and 
(Ivc  tablets,  the  quAntlty  would  be  four,  because  that 
iH  how  many  NSNs  arc  Involved. 

Card  coluims  30-43  contain  the  doc»ent  nu^er,  which 

in  constructed  as  follows^ 

CC  30  —  Activity  code  "L'* 

CC  31  -  33       Organization  code 

CC  34  -  35  —  Shop  code 
CC  36  -  39  —  Julian  date 

CC  40  -  43  —  Serial  nuabcr  assigned  to  the 
transaction 

-40- 
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T\\t  lait  naw  of  the  cuatoacr  (or  aa  such  of  It  aa 

fits)  beionga  in  CC  60  -  73. 

The  extended  coat  (which  la  the  total  coat  of  all 
the  ite«a)  ahould  be  placad  in  CC  7A-80.    For  thia 
entry  you  may  have  to  do  a  little  «ultiplicatlon  and 

addition . 

That  coaplecea  the  iaaae  rcqueat.     Once  it  haa  been 
prepared,   It  aervea  aa  the  iaaue  document.     The  next 
atep«   then,   ia  to  obtain  the  cuatomer*a  aignature 
on  the  aecond  copy,  and  distribute  all  three 
cop  Les. 


Copy  ]  1,  forv.rded  to  the  r«w>t«  operator  foe 
input  to  ti,e  computer.    Why  Is  thl.  necMt.ry  wh.n 
you  already  have  an  laaoe  docui»nt?    Becauae  thia  allow, 
th«  computer  to  charge  the  appropriate  or,anltatlor  for 
the  laaue. 

Copy  2.  which  wa«  al»    <  by  the  cuatowr.  Is  kept 
o..  file  In  the  ,tore  for  5  J,y..    "n^e  cu.to.er  la  allo»,ed 
this  period  of  time  to  verify  that  the  tranaaction  1. 
pro<-cva*»d  throuKh  th.-  co-  ^uter  correctly.     If  the 
tr.n»..ctlon  l„  not  .hallcngcd  within  5  workdays,  thl. 
<  opy  Is  dcsirovi  .l. 

(  opy   J  Ih  iho  cuHfaitr's  copy. 
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Review  what  you  have  learned  about  bulk  laaue  proctduna 
In  the  base  iervlce  store  by  writing  short  reaponaea  to 

the  following: 

Q16.  Who  la  authorixed  to  ahop  Irv  the  baat  aervlce  store? 

Q17.     A  bulk  issue  requeat  la  prepared  on    in 

  copies. 

018.    VThlc})  copy  of  the  BSS  laaue  requ^at/docuMnt 
does  the  cuatover  sign/ 

Q19.    ^^hat  does  the  BSS  request  uae  inatead  of  a 

specific  NSN  in  CC  8  -  227 

Q20.     What  type  of  itew  are  atored  in  the  aervlce  atore? 

Q21.    What  happens  to  copy  1  of  the  BSS  request/document? 

Q22.     If  a  ba^e  service  store  cuatoaer  chose  2  itew 
at  $1.S0  each;  3  itew  at  $  .25  each;  and  A  itew 
at  $1.00  esch,  what  Quantity  would  you  enter  on  the 
request,  and  what  would  the  extended  coat  be? 
Ww  cowplata  problem  thrf  in  the  workbook. 

When  the  requeat  is  input,   the  computer  charges 

the  approprlstc  orgsnlzstlon  for  the  laaue.    But»  be* 

caufte  a  general  code  is  used  inatead  of  apeciflc  NSNa, 

there  is  no  record  of  what  specific  itew  hsve  been 

isHucd . 

Tl^is  makcfi  It  necesssry      to  perlodlcslly  sdjust 

the  Item  record  balances  for  all  bsae  service  atore  itew. 
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*na«  is  ace<»pllah«d  once  a  month  by  a  process 
called ''Bulk  Issue  Reconciliation."  Racunclltatton  la 
really  noting  nore  than  a  forn  of  Inventory.    The  pur- 
pose la  to  count  the  quantity  that  la  actually  on  hand 
for  each  NSN  and  adjust  the  item  records  accordingly. 

it  la  a  fairly  sl«rle  process.     First,  using  a 
program  parameter  cnrd,  PCAM  operations  produce  a  punched 
bulk  Urtuc  reconciliation  (BIR)  card  for  each  stock 
number  assigned  to  the  service  store.    Notice  that  the 
quantity  field  on  the  BIR  card   Is  blank. 

These  cards  are  forwarded  to  the  store.    Aa  the 
clerk,  you  would  first  place  each  card  in  Its 
correct  location.    What  la  the  correct  location?  Look 
at  the  labt  10  (  ard  coluvis  on  the  BIR  card.     They  con- 
tall  tht  location  designator.     The  store's  arrangement 
Is  the  sane  as  that  which  you  would  find  In  a  warehouse 
stockrooa,  so  the  designator  is  constructed  In  the 
8anK'  way,  al^o.     For  eMa%>le,   the  BIR  card  on  the 
prcvtouii  page  whould  be  placed  in  bin  row  14,  level  D, 
Indlvlduiii  vertlt-rtl  bin  2. 
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The  next  step  1r  to  count  the  quantity  in  each 
location  and  enter  thl«  In  CC  25-29  of  the  BIR  card. 
All   the  LfxTdn  arc  then  returned  to  PCAM  where  the 
quantities  are  punched  In,     Finally,   the  BIR  cards 
jrc   Input  to  the  computer,  and  this  adjusts  the 
quantities  on  the   iiciD  records. 
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Nov  you  have  a  |ood  ld«a  about  hov  the  bast  str- 
vice  store  functions,  and  how  iteas  ars  issued 
follwlng  bulk  issue  procedures.    You  also  have 
learned  how  item  record  balances  are  updated  for 
service  store  iteas.    Review  the  laat  portion  of 
the  leaaon  by  writing  short  responses  to«  the  following: 
Q23.    What  is  the  purpose  of  bulk  ieaue  reconciliation? 
Q24.     How  often  is  it  conducted? 

Q25.     The  product  used  to  conduct  bulk  iesue  recon- 
ciliation la    cards. 

Q26.    Whiit  tasks  does  the  service  store  clerk  perfom 

in  conducting  the  bulk  issue  reconciliation? 

That  completes  the  text  portion  of  the  lesson. 
Now  return  to  the  workbook  and  coaplete  the  regaining 
four  problems.     Check  your  work  on  them  and  on  the 
ei^eddcd  questions  against  the  keys  available  at  the 
Instructor  station. 
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PRQGRAifffiD  TEXT 

/I 

f\ 

Technical  Training 


Materiel  Facilities  Specialist 


SHIPMENTS  AND  TRANSFERS 


]    LOWRT^  TCCajHlCAlTTRAINING  GBlJraS" 
34A0th  Technical  Training  Group 
Lcvry  Air  Force  Base,  Colorado 


Study  Guides  (SGs),  Workbooks  (WBs),  Studv  Guide  and  Workbook  (SW). 
Programmed  Texts  (PTs),  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  In  ATC  Courses.    They  are  designed  to  gu^de  you  through  your 
Study  assignments  1n  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  in  understanding  and 
retaining  key  points  covered  In  material  you  have  studied 

53 


»o«M  ii«        HI      OMOkCTct  ATC  ro«M  114  hay  ««  m  wov  •>  *mo  sii.  ti. 


ITAMOAKO  COVItlMCIT 


Supply  TcAlAlug  Briu:ich 

Loirry  Alx  Forca  Sam^  Colorado 


PT  000 
March  1978 


SHIPMENTS  AMD  TRANSFERS 


SCOPE 


In  this  block  you  have  already  learned  quite  a  bit  about  the  taaka 
perforwd  by  Materiel  Storage  and  Diatributlon  personnel  in  processing 
property.    Lessons  1  and  2  diacusaed  how  property  is  received;  lessons 
3  and  4  vera  concerned  vlth  hov  property  la  issued;  and  leaaon  5  delt  vlth 
procedurea  for  turning  property  In.    The  final  tvo  procedures  you 
vlll  learn  about  in  this  course  are  covered  in  this  lesson. 


First  w*ll  take  a  look  at  the  different  types  of  shipnents  aade 
by  Baae  Svif>ply  and  the  tasks  you  will  perfon  in  connection  vlth  then. 
Than  ire*  11  discuas  how  \aineedad  or  unserviceable  property  may  be  transferred 
to  the  Dafenae  Property  Disposal  Office,  and  your  part  In  this  proceaa. 

OBJECTIVES 

1.  Discuaa  procedures  followed  in  processing  property  for  shipwnt. 

2.  Coi^lete  a  ahipplng  document  with  the  entries  required  of  Materiel 
Facilities  Specialists. 

3.  Describe  procedures  followed  in  processing  property  for  tranafer. 

4.  Complete  a  transfer  docunent  with  the  entries  required  of 
Materiel  Facilities  Specialists. 


DIRECTIONS 

To  con)lete  this  lesson  you  will  need  this  text,  a  worksheet^  a  sheet 
of  scratch  paper,  and  AIS  Module  Test  Form  #4.    You  will  find  entedded 
questions  throughout  the  text.    Write  short  responses  to  them  on  the  sheet 
Qf  scratch  paper.    You  may  check  your  work  against  the  key,  which  Is 
available  at  the  Instructor  station. 


Supersedes  PT  002-03-07-01  dated  16  January  76. 
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Before  we  get  Involved  with  Ivow  to  proceaa  ahlpmenta^  you 
need  to  know  what  ttvipmenta  are.    In  very  general  terms,  thlpMnts 
are  tranaactiont  where  property  ia  sent  off  baae«    In  a  atandard 
baae  supply  syatem,  shipments  are  divided  into  two  categories: 
directed  and  non-directed. 

Directed  ships^nt;     shipping  material  off  baae  because  base 
supply*  has  been  directed  to  do  so  by  disposition  Instruct lonr  from 
aa  ALC  depot,  GSA  or  DLA»  orders  from  AFLC  Inventory  managers,  major 
coiand  eq^ulpment  managers,  and  so  on.     In  other  words,  Ease  Supply  is 
<^lxected    to  ship    property  by^  an  authority  higher  than  base  level. 

WoO"dlrectad  shipment:     shipments  made  by  bases  as  the  result  of 
local  management  decisions*  without  being  told  to  ship  the  material 
by  a  higher  authority.    There  are  two  types  of  non-directed  shipmsnts. 

1.  Special  shipments:     also  called  "lateral  support"  - 

an  authorized  base-to-base  shipment  so  one  base  can  support  another, 
("lateral"  means  a  sideways  movement  at  the  same  level  of  authority.) 
Let's  lock  at  aa  example  of  this.     If  Peterson  Field  in  Colorado 
Sprlnga  needed  a  part  for  a  weapons  system  immediately,  they  would 
call  the  cloaest  base  that  had  the  part  (in  this  case,  Lowry)  rather 
than  requisitioning  it  from  the  source  of  supply.    This  would  save 
tlike.    The  decision  to  ship  or  not  ship  the  Item  to  Peterson  Field 
would  be  made  locally  (at  Lowry).    A  higher  authority  would  not 
be  involved.     All  bases  support  each  other  as  much  as  possible  without 
being  told  to  do  so;  they  use  non-directed,  special  shipments. 

2.  Automatic  shipments:     authorized,  automatic  return  of 
Air  Force  managed  unserviceable  (reparable)  material  to  a  designated 
repair  facility.     In  the  last  lesson  you  learned  about  turning  in 

XD  and  XF  due-in-f rom-malntenance  (DIFM)  itemn.    When  DIEM  items 
are  turned  in  In  an  unserviceable  condition,  those  with  an  E&Ric 
designator  starting  with  XD  are  automatically  shipped  to  an  authorized 
repair  facility.    Why?    Remember,  the  "D"  indicates  that  the  item 
has  a  depot  level  of  repair  and /or  condemnation.  the  computer 

will  automatically  send  the  item  off-base  for  repair.    No  prior 
approval  is  required.     XF  Items,  on  the  other  hand,  are  authorized 
repair  and /or  condemnation  at  the  field  or  base  level;  consequently 
they  normally  would  not  be  shipped  off-base. 
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Ut*a  brltlly  r^vlM  the  n^mtm  of  the  dlfftxent  typei  of 


Directed  yilp— at 
(directed  hj  e  ^l^r  euthority) 


(locel  aenegement  deciaioo) 

1.  Speclel/Ieterel  ■upport 

2.  A^utoaetlc  Cuaaervlceeble 


Non^lxected  Shlpmnt 


XD  itee) 


Nov  that  yt>u  know  whet  ehlpDents  ere,  let*s  diacuaa  how  you  will 
proceea  thea.    We'll  look  et  directed  thlpBeats  first. 


When  e  ahlpMnt  !■  directed  by  e  higher-then-base- level  euthority, 
Beae  Supply  will  receive  disposition  instructions  (or  directions)  in 
soM  type  of  Input  for«et.    These,  neturelly,  %rlll  be  input  to 
the  covputer.    Several  outputs  vlll  result,  but  the  one  that  is 
ttost  Ijiportant  to  you  is  the  DD  1348-1  shipping  document.     (You  have 
used  this  form  in  past  lessons  to  recsive  property  from  a  source  of 
supply.  Issue  property  to  e  customer,  end  turn  In  property.    You'll  use 
the  DD  134&-1  In  this  Issson  to  ship  and  transfer  property.) 

Shipping  documents  are  output  in  two  books  (or  sets),  eech  containing 
four  copies.    Normally,  these  sets  ere  output  in  tvo  different  areas. 
One  book  is  output  on  the  main  line  printer  In  the  ADPM  Section.  Block 
F  will  conteln  the  phrase  "TRANS  COPY/'  so  this  set  Is  forvarded  to 
the    Shipment  Planning  Section  In  the  Transportation  Division.  They 
must  plan  and  prepere  for  shipping  the  material  when  Base  Supply 
sends  the  materiel  to  them. 

The  second  book  of  DD  1348-1  will  be  output  on  the  remote  keyboard 
printer  in  the  warehouse  if  the  property  has  a  warehouse  location.  If, 
on  the  other  hapd,  the  property  has  not  been  assigned  a  warehouse 
location,   the  eecond  set  of  DD^ 1348-1  will  be  output  on  the  main  line 
printer  and  sent  to  the  Distribution  Unit,  which  will,  in  turn,  forward 
the  document  to  the  Receiving  or  Storage  and  Issue  Section. 
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On  sone  ba.«e«»  the  two  sets  of  shipping  dpcvaaents  ace  not  split. 
In  other  words,  th^y  are  both  Output  on  the  approprlAte  receiving 
or  wexeKouae  re»ote*    This  is  a  local  management  decision.    We*  11  assuM, 
in  our  dlacusaioni  that  the  output  of  the  shipping  document  is  split, 
one  Mt  being  output  in  the  appropriate  %rarehou8e»  the  other  in  iU)PM. 


Let's  see  what  this  docuisent  we've  been  talking  about  looks  like. 
Study  th*  figure  belov.     It  is  the  first  copy  of  the  warehouse  set 
of  th*  DD  13A8-1.    Notice  that  it  has  been  stamped  "DOCUMENT  CONTROL  COPY.'* 
Thlfl  Is  done  as  soon  as  the  docuiaent  is  output.    The  entries  that  are 
especially  Important  to  the  warehouseman  have  been  marked  and  are 
explained. 

\.  3-  3.    4.   ■ 

ml  I  I  I  


oooooocoocBcsc:sB:c:BCEeccscscccceccccccBEoaa:3s::aaisecczc:B:i:::s::coceBccBCc: 


5. 


FB1968 

PEAPATCH  AFB  OZ 


lUIP  TO 

FD2^59 

SAN  ANTONIO  TEX 

«llf  mi  Am 


FD2(I39 


tirr 


*tTf? 


b4i 

"SERV  I, 


INDICATOR  ALTITUDE 


XD2 


[i 


»WtffLlCttO  rv  AMO  OAT|  |m«  M  !•••..•«••«.  I  TOTAL  W|>OhT  U^MCUVtD         &N0  rtATI 


7. 


TOTAi.  CuM 


erf 


>«t*^tCT|0  IT  ANO  OATC 


wAMHOultD  ftT  am6  hkji  «r<f^ 


aMuauII  L«Ar«M 


TIME  (1912  ' 
^225(K»g2A 


I)  ?ll*M«^0<rTATK>«l  CHAAOI  aKI  to 


•  MCf  IVCM  t  OOCUtofMt  NVMVf* 


Columns  1-3/A2A 


Document  Identifier  Code/DIC  for  a  domestic 
shipment.     A2A8  are  output  for  shipments 
directed  by  a  depot. 


CC  8-22/6610005264355 


The  national  stock  number  of  the  item 
you  are  to  select  from  storage. 
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3.    CC  23-24/KA 


The  unit  of  Uaue.    ^^Ik/  of  courM» 


4.    CC  2S-29/0«f«l 


This  la  tUft  quantity  to  bt  •hipp«di  M 
it  it  the  quantity  you  will  Mlect  ttom 
storage. 


5.    CC  60-61/06 


Priority  or  i^>ortance  of  the  shipMat, 
Aa  you  vould  esqpect*  hi|^  priorities  should 
5e  processed  first.    Remaber»  the  loimr 
the  Quiiber»  the  hi^er  the  priority. 


6.    Block  F/18AIUE092 


This  is  the  storage  location  assigned  to  the 
itea  to  be  shipped.    You  vill  go  to 
varehouse  18»  stockrooa  A»  bin  row  14 » 
level  B»  individual  vertical  bin  2  to  select 
the  itea. 


Once  you  have  examined  the  shipping  docuaent  and  looked  at  those 
areas  %rhich  are  important  to  you»  the  next  step  is  to  go  to  the 
location  Indicated  and  actually  select  the  property.    Reseaber  that 
Whenever  you  select  property  from  a  location  you  aust  double  check  to 
aake  sure  that  the  NSN  on  the  property  tag  aatches  the  one  on  the  bin 
label  and  the  one  on  the  docuaent.    You  also  should  keep  in  mind 
the  principle  of  totating  the  stock»  and  select  the  itea  with  the  oldest 
aanufacture  date. 


Once  you  have  located  and  selected  the  property  for  shipaent, 
you  aust  sign  and  date  block  1  of  the  DD  1348-1  to  shew  that  you  were  the 
varehouseaan  who  pulled  the  property  froa  storage.    Block  1  is 
identified  as  itea  nunber  7  on  the  shipping  docuaent  on  page  4  of 
this  text.     Incidentally,  the  date  you  use  will  alvays  be  the  Julian  date. 


In  suanary^  then,  aa  the  varehouseaan,  you  have  three  duties  to 
perfora  in  shipping  property:     (1)  locate  the  property  indicated  on  the 
output  docuaent»     (2)    select  it  froa  storage*  and  (3)  sign  and  date 
block  1  of  the  shipping  docuaent. 
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The  aatcrtnl  selected  by  the  werehouaeaen,  end  ell  four  coptea 
of  th*  DD  1348-1  Mill  aw  he  foryerded  to  the  Intpectlon  Secttpn,  The 
Inspector  mutt  verJjEy  the  condition  of  the  metertel  end  the  eccurecy 
of  the  Infonetloa  on  the  docuaentatlon.    For  Instance,  If  the 
Mttrlel  condition  code  on  the  docuiaent  ie  ^*A./'  vhlch  naant  sarvlceeblt^ 
the  Inspector  v%rlf£es  thet  the  Iteji  Is  not  visibly  broken,  missing 

te,  etc.    He  inaures  thet  ell  the  neceesery  Informetion  hes 
beenlmntered  on  the  document,  end  thet  it  matches  the  Information  on 
the  property  tef. 


When  the  inspector  hes  verified  the  condition  and  documntetion 
of  the  shipment p  he  enters  his  signature  or  stamp  and  the  date  in 
block  EE  of  copies  1  end  2  of  the  DD  1348-1.    Inspectors  are  usually 
issued  en  Inspection  %twtp  vith  an  assigned  number  on  it  which 
represents  their  6ig;nature.    An  example  is  shown  on  the  document 
below.    Notice  that  the  Julian  date  ia  written  within  the  circle  of 
the  stemp.    The  stenp  is,  of  course,  too  large  to  fit  into  block  EE, 
but  should  cover  block  EE  from  top  to  bottom.    You  can  also  see  the 
werehoueemen * 8  entry  in  block  1  of  this  document. 
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Tht  Inspector* ■  final  task  la  to  move  the  property  to  «n 
epproprtatt  deJlvery  point.    Ae  you  odght  expect,  tine  freaea 
ere  eatebllehed  for  proceaalng  ehlpaente  Juet  ea  they  ere  for  laauea. 
The  ea»\iit  of  ttae  elloimd  from  ae lection  of  the  property  In  the 
varehouae  to  actual  ahlpaant  dependa  on  the  priority  eaalpied  to 
the  ahlpMnt.    It  la  only  logical,  then,  that  Pickup  end  Delivery 
pareoanel  vUl  not  leave  property  alttlng  eround  gathering  duet 
in  the  delivery  area.    TTiey  vlll  pickup  the  property  and  all  four 
coplea  of  the  ahlpplng  docuaant  end  deliver  them  to  the  Packing 
and  Crating  Section  in  the  Trenaportatlon  Divlaion.  Packing  and 
Crating  peraoonel  vlll  aign  and  date  block  4  of  the  DD  1348-1  to  receipt 
for  the  property,  end  give  copy  1  of  the    docvaent  to  the  Pickup 
end  Delivery  driver.    Ee»  in  turn,  will  forverd  the  algned  copy  1  to 
Document  Control. 


Packing  and  Crating  will  etuch  copies  2,3,  end  4  of  the  original 
book  of  DD  1348-la  to  the  aecond  book  steaped  *'TRANS  COPY/'  which 
it  received  initially.    These  seven  copies  are  used  to  process  the 
ahipvent  off-baee. 


levlev  what  you  have  learned  about  directed  ahipaenta  by  writing 
abort  reaponaea  to  the  following: 

Ql.    Whet   fora  la  uaed  to  ahlp  property? 

Q2.    How  aeny  sets  of  a  shipping  docuxaent  are  output  end  where  are 
they  noraelly  output? 

Q3.    What  la  atamped  on  copy  1  of  the  shipping  document? 

Q4.    Whet  actions  does  the  warehouseman  take  with  shipping  documents? 

Q3.    What  actions  will  the  inspector  take  with  ahlpplng  docuaenta? 


Q6. 

by  , 


Shlpaentt  are  taken  f roa  Bese  Supply  to 


Q7.  Where  la  the  first 
forwarded? 


copy  of  the  sipned  and  st^i^d  shipping  docuMnt 
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Now  you  know  how  directed  shipments  are  proceaaed  in  the  Mttexlel 
Storage  aad  Dlatrlhutlon  Branch.    The  procedurea  axe  fairly  aimilv 
for  proceaaing  non-<llxected  ahlpmence.    To  refreah  your  mejnory 
about  the  typea  of  ahipments,  review  the  following  chart: 

DIRECTED  SHIPMENTS  NON-DIRECTED  SHIPMENTS 

(directed  by  higher  headquarters)  (local  management  decision) 

1.  Special/lateral  support 

2.  Automatic 

We  will  discuss  each  type  of  non-directed  shipment  separately, 
beginning  with  special  shlpnents. 


Reaember  special  shipments  are  authorized  base-to-base  lateral 

support  shipments.     It  usually  occurs  when  one  AF  base  simply  telephones 
another  base  nearby  to  request  that  a  needed  Item  be  shipped  to 
them.     Local  management  personnel  will  decide  if  the  requested  item 
can  be  spared  for  lateral  support.     If  it  can,  an  input  muat  be 
prepared  to  obtain  the  necessary  shipping  documents. 

The  Input  is  prepared  by  Inventory  Management  personnel  in 
Base  Supply,  but  the  output  will  be  your  responsibility  in  the  warehouse. 
As  you  would  expect,   the  output  is  a  DD  1348-1.     For  special/lateral 
support  shipments,   the  document  is  similar  to  the  one  for  directed 
shipments.     One  book  is  marked  '*TRANS  COPY''  (it  is  produced  on  the 
main  line  printer  in  most  cases),  and  a  second  book  is  output  or  the 
remote  device  In  the  appropriate  warehouse. 

Take  a  few  minutes  to  study  the  document  on  the  following  page 
and  the  accompanying  explanations.     You'll  notice  that  some  of  the 
entries  are  slightly  different  from  those  on  a  directed  shipment 
document . 
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^      g^p  Document  identifier  code/DIC  for  noc-directed 

specitl/Uteral  support  ahipwent. 

2  Routing  identifier  JLS  «uat  be  entered  for 

special/lateral  support  shipments • 

3.     FB615282109W2  T^e  document  nunber  for  lateral  support 

shipments  is  usually  provided  by  the  base 
requesting  the  property  which,  in  this  case, 
is  FB  6152,  Forbes  ATB.     This  document 
nuii4>er  will  le  entered  on  Forbes'  due- in 
detail  record  to  control  and  process  the 
property  when  it  arrives  in  its  Reoeiving 
Section. 

4      FB6152  Supplementary  address  -  the  stock  record 

account  nunier/SRAN  of  the  base  to  which  the 
property  will  be  shipped, 

3^    03  The  priority  of  the  shipmentt 

002-04-06-01 


ERiC 


5S2 


5^3 


When  tlve  SHP  JLS  docunent  Is  output  on  the  vareKouse  reaote 
device.  It  la  processed  the  aaae  as  a  directed  shipment.  '*DOCUNENT 
CGNTIDL  CO?Y'*  la  stanped  on  the  first  copy  and  the  book/set  ot 
4  copies  la  given  to  s  warehouseman.    The  warehouseman  goes  to  the  location 
printed  In  block  F  of  the  DD  1348-1|  selects  the  property  and  signs 
end  datea  block  1. 


The  property  and  documentation  is  sent  to  the  inspector  who 
verifies  the  condition  of  the  property  and  accuracy  of  the  shipping 
document.    He  than  signs/stamps  and  dates  block  EE  of  copies  1  and  2 
of  the  DD  1348-1.     The  inspector's  final  Job  is  to  move  the  property 
and  docuaentstion  to  the  correct  delivery  point. 


Pickup  and  Delivery  will  pick  up  the  property  end  deliver  it  to 
Packing  and  Crating  in  the  Trsnsportation  Division.     Pecking  and 
Crating  will  receipt  for  the  property  by  signing  and  dating  block  A  of 
the  D>   1348-1  shipping  document.     Pickup  and  Delivery  will  forward 
copy  X  of  the  document  to  Document  Control.     The  remaining  copies  will  be 
used  to  process  the  property  off -base. 

At  this  point  we  have  learned  how  to  process  directed  shipments 
and  one  type  of  non-directed  shipments.     Only    one  type  of  non-directed 
shipment  is  left  to  learn  —  automatic  shipment.     /    automatic  shipment  is 
defined  as  the  authorized,  automatic  return  of  AF-mh;  ^.d  unserviceable 
(reparable)  material  to  a  designated  repair  facility.     In  short,  the  item 
is  broken  (unserviceable)  but  can  be  repaired  (reparable)  by  some  facility 
other  than  the  base. 

A  repair  facility  can  be  a  depot,  or  the  original  manufacturer 
who  made  the  item,  or  a  facility  that  specializes  in  uncoimiion  techniques  or 
equipments     Items  with  an  ERRC  designator  beginning  with  XD  are 
subject  to  automatic  shipments.     Why?    Because,  as  the  *'D"  In  the 
second  position  tells  you,  the  item  must  be  repaired  and/or 
condemned  at  the  depot  level.     Automatic  shipmenfj  may  include  items 
.such  as  aircraft  txres  that  need  to  be  recapped,  generators  that  need 
to  be  rewired /rewx)und,  or  sealed  aircraft  indicators  that  need  repair. 

New  that  you  know  why  items  are  shipped  automatically  for 
repair,  let's  find  out  how  they  are  shipped.     Internal  records  are 
loaded  with  the  appropriate  shipping  address  of  each  XD  repair  cycle  item 
authorized  depot-level  repair. 
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UhM  Certain  XD  rtpalr  cycle  Item  are  turned  in  in  an  unaarvlcaable 
coodltioo,  codas  in  the  cooputar  Kill  autOMtically  provide  tKa  output 
of  docuMOta  for  a  ahlpaent.  (That  ^ a  why  It  ia  called  an  automatic 
■hipaanf  )    For  axavplai  in  the  Tum-^In  leaaon  you  learned  to  proceaa 
d\ia«ln  from  Mlntenance  turn*^ina.    If  the  code  on  the  AFTO  3S0| 
Reparable  Item  Proceaalng  Tag,  indicated  that  the  item  vaa  vmaervlceable, 
thia  naa  reflected  on  the  AF  Form  2005  TIN.    When  the  TItf  ia  input  and 
the  unaervlceAble  condition  ia  recorded  in  the  computer,  documenta 
for  an  automatic  ahipment  are  output. 


Automatic  f«hipping  documents,  also  on  DD  1348-1 »  are  output  on 
the  same  remote  device  on  which  the  TIN  was  input.    Let's  aaaune  that  it  ia 
the  Receiving  Section'a  remote  since  some  DIFM  TINs  are  delivered 
there  from  the  Repair  CycLe  Support  Unit.    Additionally,  the  TRANS  COPY 
normally  output  on  the  main  line  printer  ia  alao  output  on  the  aame 
remote.    Both  books  of  the  shipping  document  are  thua  output  in  the 
Raceiving  Section.    They  are  coupled  and  used  aa  one. 


From  thia  point*  proceaaing  of  the  documenta  and  property 
ia  the  earns  aa  for  the  other  ahipmenta  we  have  discussed.    Copy  1  of 
the  original  eat  ia  atamped  "BOCUMENT  CX)NTROL  COPY/*    The  Receiving 
clerk  aelecta  the  property  from  the  receiving  holding  area,  eigne 
and  datea  block  1  of  the  original  aet,  and  forvarda  the  documenta  and 
property  to  the  inapector.    The  inapector  verifiea  the  condition  and 
docuaentation  of  the  ahipment,  aUiq>a/signs  and  datea  block  EE  on 
copiea  1  and  2,  and  forvarda  both  the  property  and  docuaentation 
to  the  proper  delivery  point.    Pickup  and  Delivery  delivers  the 
shipmant  to  Packing  and  Crating.    They  receipt  for  it  by  aigning 
block  4  on  copy  1  of  the  original  aet.     Then  Pickup  and  Delivery 
forvarda  the  atamped,  aigned  and  dated  copy  to  Document  Control. 


The  figure  on  the  next  page  shows  a  sample  of  an  automatic 
ahipaent  document.    Notice  block  F.     Since  automatic  shipments  are 
XD  DIFN  items  turned  in  unserviceable,  they  will  be  in  a  tote  box 
in  the  Receiving  Section  instead  of  a  warehouse  location. 
Incidentally,  thia  unserviceable  condition  is  reflected  by  the 
condition  code  "K"  in  CC  71  on  the  first  line  of  print. 
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Now  review  what  you  have  learned  about  non-directed  shipments  by 
writing  short  responses  to  the  following: 

Q8.     What  are  the  types  of  non-directed  shipments. 

Q9.     What  is  the  process  called  when  one  base  ships  a  requested  item 
to  another  base? 


QIO.     A  local  management  decision  will  result  in  a 


shipmen  t 


Qll,     What  routing  identifier  must  always  be  entered  on  a  special/ 
lateral  support  shipment*^ 

Q12.     What  is  the  process  of  sending  property  to  an  authorized  repair 
facility  called? 

Q13.     If  documents  for  an  automatic  shipment  are  output  in  the 
Receiving  Section,  who  selects  the  property? 

Q14.     What  actjons  must  the  inspector  take  with  non-directed  shipmenta? 
Q15.     Where  does  Pickup  and  Delivery  take  non-directed  shipments? 
Now  complete    problem  one  in  the  workbook. 
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Up  to  thU  point,  we  have  talked  in  detatl  only  of  ^hlpmanta. 
Now  it  i«  tiae  to  turn  our*ttcation  to  transfers. 


Xt  far  at  we    are  concerned  here,  a  transfer  refers  to  the  proceee 

of  sanding  property  to  the  Defense  Property  Disposal  Office/DPDO.  This 
offLce  has  the  responsibility  of  processing  AF  property  out  of  the  AP  Inven 
tory  % 


Almost  everyone  would  think,  "If  we're  going  to  get  rid  of  it,  it 
Bust  not  be  any  good.**     Wrong.    Many  items  are  sent  to  N'DO  that 
are  still  serviceable.    For  instance,  if  an  aircraft  or  a  blood 
purifying  machine  is  modified  or  phased  out  of  the  AF  Inventory,  there 
is  no  reason  for  Base  Supply  to  continue  storing  it.    This  costs  money. 
On  the  other  hand,  you  don't  Just  throw  it  a%ray,  either.    That  would 
be  a  huge  waste  of  money.    DFDO's  job  is  to  Insure  that  items  such 
as  this  are  not  wasted. 


They  may  accomplish  their  task  in  several  ways.    Other  military 
activities  and  civilian  federal  government  agencies  are  allowed 
first  choice  on  obtaining  certain    types  of  Items.    DPDO  is 
authorized  to  sell  some  items  on  the  open  market  (military  clothing, 
office  machines,  electronic  circuitry  boards,  metal  scrap  and 
waste  materials).    DPDO  will  salvage  other  items  to  recover 
precious  metals  in  the  items,  like  gold,  silver,  or  platinum. 
And  some  Items  may  be  donated  to  authorized  activities  such  as 
veteran  organisations,  museums,  public  airports,  service  educational 
activities,  public  libraries,  etc. 


Transfers  from  Base  Supply  to  DPDO  are  divided  into  the  same 
two  categories  as  shipments  -  directed  and  non-directed.  Directed 
transfers    are  those  resulting  from  reports  of  excess,  directed 
condemnations,   special  instructions  from  higher  headquarters,  AF 
technical  orders,  etc.     In  short.  Base  Supply  is  directed,  or  told, 
to  transfer  the  property  to  DPDO.     Non-directed  transfers,  like, 
non-directed    shipments,  are  the  result  of  local  management 
decisions.     Regardless  of  the  type,  remember  that  shipments  may  be  to 
any  one  of  many  places,  but  transfers  are  to  one  place  and  one 
place  only  -  DPDO. 
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lUere  are  alsioat  as  many  rules,  procedurea,  and  exceptions 
to  tranaferrlng  property  as  there  are  different  kinds  of  property. 
Fortunately  for  yout  applying  most  of  these  r^les  is  for  someone 
else  to  worry  about.    Whoever  is  responsible  must  prepare  either  an 
Input  to  obtain  the  neceaaary  transfer  documents,  or  prepare  the  actual 
transfer  document.    What  determines  what  action  is  necessary?  Usually 
the  KRRC  deaignator.    Transfers  can  be  broadly  grouped  accoriilng  to  their 
ERRC  dealgnator.     Certain  EKRCs  require  an  input;  others  do  not.  Why? 
In  order  to  follow  the  *'why/*  ve  need  to  first  define  a  data  code  -  TRM. 

The  input  prepared  to  obtain  transfer  documents  has  a  TRIG  of  TRM. 
(Pronounce  this  like  the  word  "trim"  because  that's  what  we're  actually 
going  to  do  -  trim  our  Inventory  or  assets.)     One  other  code  we'll  use 
that  you  already  know  is  tum-ln/TIN.     Now  that  you  know  the  necessary 
terms  and  codes,  let's  see  who  in  the  Tlateriel  Storage    and  Distribution 
Branch  performs  the  actions  to  transfer,  and  why. 

Different  people/sections  in  Base  Supply  prepare  transfers  for 
different  ERRC  designators.    For  example,  the  supply  inspector  is 
responsible  for  XF  items  turned  in  unserviceable.     Remember,  the  "F"  in  the 
ERRC  designator  means  "repair  at  base  level."    If  the  item  is  turned  in 
unserviceable,   that  means  it  couldn*t  be  repaired.    The  supply  inspector 
will  condemn  it  and  prepare  a  TRM  input  so  that  it  can  be  processed 
out  of  Base  Supply* s  inventory. 

The  supply  inspector  is  responsible  for  one  other  type  of  transfer. 
He  is  authorized  to  downgrade  low  dollar  value  property  to  scrap  and 
transfer  it  in  lots  to  DPDO.     For  example,  a  bin  of  accumulated 
nuts  and  bolts  would  be  downgraded  to  scrap  and  transferred  to 
DPDO  by  the  pound  because  sorting  and  identifying  each  type  would 
be  too  costly.    The  inspector  would,  again,  prepare  a  TRM  input. 

Because  you  will  probably  be  working  with  TRM  inputs  in  the  future, 
you  should  be  somewhat  familiar  with  them.     Take  a  few  minutes  to  look 
over  the  sample  and  the  explanations  of  the  entries  on  the  following 
page. 
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1.  CC  1-3/TRIC 

2.  CC  4-6/Tote  box  number 

3.  CC  8-22/NSN 

4.  CC  23-24/UI 

5.  CC  25-29/QuAntity 

6.  CC  30-43/Documcnt  number 

7.  CC  4A/MCC 


8.  CC  55-56/Sy8tem  designator 

9.  CC  62/  Disposal  authority 

code 


10.  CC  65-80/Di8posal 

authority  phraae 


Always  TKM  for  transfer  to  DPDO * 

Where  item  is  tenporarily  held  pending 
receipt  of  transfer  documents. 

National  stock  nundber  of  item  to  be 
transferred. 

Unit  of  issue' 


Assigned  by  Lhe  computer* 

Materiel  condition  code;  shows  whether  the 
item  is  serviceable  or  unserviceable.  "F" 
means  unserviceable  condition. 

01  is  used  for  school  purposes. 


ATM  67-1  contains  a  list  of  codes  which  may 

be  used  here  to  describe  the  situation.  The 

"G"  in  our  example  means  '*Item  subject  to 
d i rec  ted  condemns tion . " 


Identifies  the  supply  inspector  who 
condemned  the  item. 
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After  the  KF  1991  TRM  has  been  prepared,  It  can  be  Input  in  one 
of  two  ways:    either  keypunched  Into  a  TRM  card  and  Input  through  the 
main  card  reader,  or  typed  on  the  remote  device.    Different  seta  of 
circumatancea  determine  which  method  is  uaed.     In  either  case,  output 
will  be  two  sets/booka  of  DD  1348-1  transfer  document,  output  on  the 
input  device  in  some  cases,  on  the  main  printer  in  other  cases,  but 
most  coBBonly  on  a  warehouse  remote  device.    The  two  sets  of  DD  1348-1 
transfer  documenta  will  be  coupled  and  used  aa  one  to  proceed  the  transfer. 
They  are  referred  to  as  copies  1  thru  4  (the  first  set)  and  copies 
5  thru  8  (the  secoad  set) • 


Here's  where  you,  as  the  warehouseman,  come  into  the  act. 
Regardless  of  whether  the  tranafer  is  directed  or  non-directed,  your 
actiona  will  be  the  same.    You  will  locate  and  select  the  property, 
sign  and  date  block  1  of  the  document,  and  forward  the  property 
and  documentation  to  the  inspector.    The  inspector  verifies  the  identity, 
status,  and  condition  of  the  material  and  the  accuracy  of  the 
document,  and  signs/stamps  and  dates  block  V  on  copies  1  thru  3  of 
the  DD  1348-1.    Notice  this  difference!    For  shipments  the  inspector 
stamped  block  ££;  for  transfers  he  makes  his  entry  in  block  V. 


When  the  inspector  has  stamped  and  dated  the  transfer  document, 
he  forwards  the  property  and  documentation  to  the  delivery  point. 
Government  vehicles  will  be  used  to  transfer  property  if  the  DPDO 
is  within  a  75  mile  radius  of  an  AF  installation.    A  Pickup  and 
Delivery  driver  will  take  the  material,   the  first  set(copie8  1-4) 
and  copy  5  (the  first  copy  of  the  second  set)  of  the  DD  1348-1 
transfer  document  to  DPDO.     The  distribution  of  the  remaining  three 
copies  is  determined  locally. 


When  the  property  is  delivered,  DPDO  will  sign  copy  5   in  block  8  to 
verify  delivery  and  give  it  back  to  the  driver.    When  the  driver 
returns  to  base,  he  will  forward  this  copy  to  Document  Control  where 
will  be  filed  as  a  temporary  receipt.     In  the  meantime,  one  of  the 
first  four  copies  of  the  document  will  be  stamped  "RECEIPT  COPY"  by 
DPDO  and  returned  to  the  base  by  mail  or  courier  at  the  end  of 
the  business  day,  after   the  material  has  been  processed.     This  copy 
will  also  be  forwarded  to  Document  Control,  where  it  will  replace 
the  temporary  copy. 
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ArranglAg  ttvA  eight  copleg  of  the  DD  13A8-1  tr&nafer  doc 
In  a  list  iM  aa  eaay  way  to  reaejuber  them: 

COPY  ACTION  TAKEN 

CopUs  1-4  Goes  with  property  to  DPDO.    One  of  these 

4  is  eteaped  **IUEC£IPT  COFY"  end  returned 
to  beae  Docunent  Control. 

Copy  5  Signed  by  DPDO  for  delivery  of  the  Mterlel 

and  used  as  a  temporary  receipt. 

Raaaining  copies  Used  as  dstermined  locally. 


Speaking  of  these  docuaents,  let's  take  a  quick  look  at  a  saaple. 
Study  the  figure  belov  and  the  explanations  of  the  entries    on  the 
following  page. 
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You  can  «ee  tUnt  a  transfer  document  ta  very  sijailar  to  a 
•hipping  docuaient.    You  should  notice,  howevex,  the  entries  that 
have  been  circled.    They  tell  you  that  the  Itejn  la  uixaervicejible 
(the  "F'*  in  CC  71);  that  it  has  been  conderoied;  and  that  it 
la  teaporarily  being  atored  in  Tfll. 


That's  all  there  is  to  the  transfer  process.    Review  what  you  have 
learned  by  %n:itlng  short  responses  to  the  following: 

Q16.  When  itema  are    transferred,  where  do  they  go? 

Q17.  What  are  the  two  types  of  transfers? 

Q18.  What  form  is  used  to  transfer  property? 

Q19.  What  actions  does  the  warehouseaian  take  in  the  transfer  process? 

Q20.    What  actions  does  the  inspector  take  after  a  transfer  document 
has  been  output? 

Q21.     To  force  a  non-directed  transfer,  what  is  input? 

Q22.    The    section  delivers  transfers  to  DPDO  within 

•   radius. 


Q23.     How  does  DPDO  acknowledge  receipt  of  transferred  property? 
Now  covplete  problem  two  in  the  workbook. 

SUMMARY 

The  first  part  of  this  lesson  discussed  shipment  procedures. 
Shipments  are  divided  into  directed  shipments  (those  directed  by 
a  higher  than  base  level  authority)  and  non-directed  shipments 
(results  of  local  management  decisions).     Non-directed  shipments 
are  either  (1)  special/lateral  support  to  support  another  AF  installation, 
or  (2)  automatic  shipments  of  reparable  DIFM  material  to  a  repair  facility. 

Shipping  documents  consist  of  two  sets    of  DD  13A8-ls^ 
the  second  set  stamped  TRANS  COPY.    The  warehouseman  selects  the 
property  and  signs  and  dates  block  1  of  the  DD  13A8-1.     The  inspector 
signs/stamps  and  dates  block  EE.     Transportation  Division  signs 
for  the  property  in  block  4.     Copy  1  then  goes  to  Document  Control. 
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"TTAiufex"  «1h*Y»  the  trvxafw  of  ^wvtceAble  or 

unter^lcMbU  property  to  the  Defenee  Property  Dtepoeel  Mflce 
for  proceeeing  out  of  the  AF  Inventory.    Tr  ens  fere  are  divided 
Into  directed  (^ixected  by  higher  heedquertere)  end  non-directed  (reeult 
of  local  mnattaent  decieicms). 

Transfer  docuaentt  eay  be  obtained  by  preparing  a  TRM  Input. 
The  Inepector  preparer  TKM  Ij^uts  for  condeaned  DIFM  ite«e  and 
IteM  doimgraded  to  scrap. 

Tranefcr  docmMnts  conaiet  of  two  sets  of  DD  1348-1,  output 
together.    Warehouee^n  and  inepector  actioni  and  entries  on  the 
dociM»nts  arc  the  sane  as  for  shipping  docuaents  except  the 
inspector  vill  sta^  block  V.    DPDO  will  return  the  "MCEIPT 
COPY"  to  Docu^t  Control. 


That  completes  the  lesson  on  shipments  and  transfer  J.    You  should 
have  co^leted  two  workbook  problems.    Check  your  work  on  them,  and 
on  the  answers  you  have  written  for  the  embedded  questions  against 
the  keys  at  the  instructor  station.    When  you  feel  confident  about 
the  objectives  of  the  lesson,  ask  your  instructor  for  the  lesson 
appraisal. 
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Supply  Training  ELrnnch 

Lo^nry  Alj:  FQrce  Aaae,  Colorado 


WB  G3ABR64531  000 
■   March  1978 


SHIPMENTS  AND  TRANSFERS 


Problea  One: 

Look  at  the  SHP  docuroant  beloif.    The  DIFM  item  (XD2)  listed  iraa 
turned  »ln  unaervlceaBle.     It  must  be  shipped  to  a  repair  facility^ 
Aaaune  the  SHP  document  haa  Just  been  output  on  the  Receiving  Section's 
reaote  derlce.    U»lng  the  Information  given  belov,  make  all  the 
entries  required  on  the  DD  1348-1.    The  date  is  8132, 

Receiving  clerk.:     A.S.  Davis 

Inspector;    B.  Lucero,  Inspecto.  Stamp  *5 

Packing  and  Crating  Repreaentatlve:    Angele  Garcia 


Ino  whse  log  1M£ 
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Now  return  to  paijo  13  In  uhe  text. 
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Thm  trw«t%r  document  beJL<3N:        Ju«t  ti«w  output  on  tha  mtrmhou^t 
rMot%  d%Tlc%.    Uftng  tl^a  laformtign  that  follow,  antM  all  tha 
«a&outlm«  raqul:raii  troa  thi»  tlM  of  output  to  racal^t  at  tha 
Dafanaa  Proparty  Dtiipoaal  Offtca,    Tha  data  la  8181* 

Warahouaamn:    Richard  Stavana 
laapactor:    W.  Jam**  Itiapactor  ttaap  #6 
DPDO  rapraaantatlvat  Fraach 


k5J  '''284^3292269pM#0«9 


(  all   iftjie;    t  ,hm  li     II  uirs 
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Now  return  to  page  16  in  the  tejct. 
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Technical  Training 
Ha  tar  lei  Fjiclliclea  Specialise 
SAFETY 


MARCH  1978 


LOMRY  TECHNICAL  TRAINING  CENTER 
3440th  Technical  Training  Group 
Lcwry  Air  Force  Base,  Colorado 


Study  Guides  (SGs),  Workbooks  (WBs),  Study  Guide  and  Workbook  (SW), 
  Prograimied  Texts  (PTs),  and  Handouts  (HQs)  are  authorized  bv  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign 
ment  in  the  sequence  given,  and  It  will  aid  you  In  understanding  and 
Q  retaining  key  points  covered  In  material  you  have  studied. 
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Supply  Training  Branch 

uSry  Air  Pore.  B«.e.  Colorado 


SAFETY 


SCOPE 


Of  all  of  tha  lettont  you  have  ttudlBd,  thlt  it  probably  the  nost 
l»ertant  of  all.    Bacau.e  ".afety"  It  an  integral  part  of  any  operation 
iTtha  Air  Force.  It',  lnrperatlva  that  all  Air  Force  per.onnel  be  aware 
of  .afety  practice,  end  apply  the.  In  their  day-to-day  actlvltle..  Although 
thl.  lee.on  1.  relatively  .hort.  It  1.  laporUnt  for  you  to  Bake  every 
effort  to  under.tand  and  re«e«ber  the  content..    The  practice.  «ntloned 
In  thl.  lee.on  aaka-up  the  one.  that  you  wiat  apply  when  performing 
your  dutle.  aa  a  Katerlel  Facllltie.  Speclell.t.    Be  .ure  that  you  take 
your  tim  and  etudy  thl.  lee.on  carefully. 


OBJECTIVES 

(1)  Identify  aafety  factor,  to  be  con.ldered  to  In.ure  acce..  to 
fire  fighting  equipment. 

(2)  Identify  .afety  practice,  to  follow  when  operating  materiel 
handling  aqulpiMnt. 


JIBBCTIOMS 

To  co-plete  thl.  lee.on  you  will  need  AIS  Module  Teat  Form  #4.  a 
nual>er  2  pencil,  a  .heet  of  .cratch  paper  end  thl.  text.  If  you  have 
any  que.tlon.  be  .ure  to  a.k  your  Inatructor  for  ae.i.tance. 


002-0A-07-01 


1 


Safety  in  the  Air  Force  is  as  important  as  doing  the  job  itself  I 
This  is  because  the  Air  Force  feels  that  when  a  Job  is  done  correctly, 
safety  is  a  vital  part  of  the  overall  procedure.     The  directives  that 
prescribe  safety  procedures  are  APR  69-8,  USAF  Storage,  and  AFK  127-101, 
Ground  Safety  Procedures.    Before  we  discuss  how  to  prevent  accidents, 
let's  examine  what  causes  them. 

Accidents  don't  just  happen;  they  are  causedl     The  latest  statistics 
published  by  the  Air  Force  show  that  98%  of  all  accidents  are  attributed 
to  human  failure  or  equipment  failure.     The  other  2X  are  a  result  of 
natural  phenomena.     These  stats  bear  out  the  fact  that  accidents  don*t 
just  happen.     They  are  caused  by  unsafe  acts  or  conditions. 

When  an  accident  occurs  and  a  fellow  worker  reports  it,  the  degree 
of  emphasis  is  determined  by  the  viewpoint  of  the  person  reporting  the 
accident.     Often  the  worker  causing  the  accident  may  attempt  to  blame 
it  on  defects  in  materials  or  layout  of  the  work  area.     On  the  other 
hand,  a  supervisor  may  attempt  to  blame  the  worker  involved. 

One  situation  that  may  cause  an  unsafe  act  or  condition  is  a  lack 
of  knowledge  of  safety  practices  on  the  part  of  the  worker.  Workers 
that  have  not  been  given  proper  instructions  will  not  recognize  unsafe 
conditions  that  may  lead  to  accidents.     Safety  measures  and  methods  of 
eliminating  hazards  must  be  taught  to  all  personnel.  Unfortunately, 
the  cause  behind  the   'cause'  Is  the  fact  that  a  supervisor  did  not 
fulfill  his  responsibilities  in  providing  proper  training. 

The  "condition"  of  a  worker  also  has  a  definite  effect  on  causing 
accidents.     "Condition"  refers  to  the  physical  or  mental  state  of  a 
person.    Workers  who  are  ill,  suffering  from  a  loss  of  sleep,  physical 
fatigue,  or  over-indulgence  are  not  alert  to  ever  present  dangers  and 
do  not  react  quickly  enough  to  avoid  accidents.     A  common  example  of 
this  is  in  motor  vehicle  accidents  caused  by  dozing  or  careless 
drivers.     Generally,  workers  disturbed  by  personal  problems,  poor 
adjvistraent  to  the  Job,  or  recent  conflicts  with  fellow  workers  are  more 
liable  to  be  involved  in  accidents.     Supervisors  must  be  alert  to 
detect  any  signs  that  may  indicate  a  worker's  lack  of  conditioning 
to  do  the  Job. 
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th.t  we  have  diacusaed  the  causes  of  accidents,  let  s  t*lk 
V       ™  ?J  ^^e  «y.  you.  sa  a  w.rehouae-sn.  cen  eliminate  ui-fe 
•bout  tOM     J*'*;'^' J°";ekeepLng"  -e«n.  to  Insure  safe  operation. 
r-SS'lnl.r.  aeL^rdSr/'Jld  neat  -"J^  J^TatlSl"' 

^^•*^flo:r:  Parer^^ieces  of  t^e.  rope,  acrap  l«-ber. 

werehouM  floora  "uch  «•  Jitute  an  operational  haiard  and  wmy 

„  bo«..    Th-e  toTallJ.  such  lte«  are  a  const-xt 

r:\'r?^^rif'^e  -tloi  'anf-y  cause'serlou.  accld«.t. 
•mace  to  ^*»rltl"t  opera  ^^^^  ^.^  steering 

Striking  a  piece  of  liaber  or  otner  s  J  control  of  hla 

Wh..l.  of  a  forUift  ""J'*^^:-^,:^:.;^;^;  TrXorZ  «y  be  thro-n. 
vehlcl.  to  tb.  point  that  the  "^;'^^^^;\^;^«„ibi/i„i,rlng  a  worker 

for  "good"  housekeeping.    Study  each  Ite.  closely. 

(2)    Keep  disposal  containers  cloaed  at  all  ti-es. 

Remove  oil.  grease,  or  other  liquids  which  «ke  floors 
supply  a^dTeat  t^e'Irea  with  an  oil  redwing  compo^d. 

(A)    A.  previously  .entioned.  keep  foreign  objects  off  the  floor. 

(5)  Replace  all  burned-out  bulb,  to  insure  adequate  lighting. 

(6)  insure  that  cigarette  butt,  and  matches  are  dispo.ed  of  in 
authcyrized  containers. 

-^-lo  nn  A  rettular  basis  to  Insure  that 
^7^    Check  your  storage  area  on  a  rcgux»t 

unsafe  confitioni  are  corrected  before  an  accident  occurs. 

(8)    Do  not  allow  8«,king  in  storage  area-  except  where  authorised 
in  offices  or  established  working  areas. 
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In  addition  to  the  itena  included  on  the  "housekeeping"  checklist. 
It  is  neceaaary  for  storage  facilities  to  be  arranged  In  such  a  manner 
that  provide    easy  access  to  fire  extinguishers  and  other  safety 
devices.    In  any  storage  area  aisles  should  be  maintained  for  access 
to  fire  figKtlng  eq^utpment.    Theae  aisles  are  called  "facilities  support 
alalea,"    These  aisles  must  meet  the  minimum  clearance  requirements 
as  listed  below: 

(1)  They  must  be  at  leaat  24"  In  width,  and 

(2)  There  must  be  at  least  36"  clearance  between  stored 
property  and  fire  fighting  equipment  end  fire  doors. 

The  number  and  type  of  fire  extinguishers  to  be  located  in  a  storage 
area  are  determined  by  Base  Civil  Engineers  (C£) .     Once  C£  has  determined 
the  nuiii)er  and  type  of  extinguishers  for  your  warehouse,  they  must 
provide  training  in  the  proper  use  of  these  extinguishers.     CE  is  required 
to  conduct  training  in  the  proper  use  of  the  fire  extinguishers  for 
everyone  assigned  to  the  Chief  of  Supply  Complex  at  least  once  a  year. 
CE  is  also  responsible  for  inspecting  and  maintaining  all  fire  extinguishers. 
This  Inspection  is  accomplished  periodically  as  determined  by  the 
Base  Fire  Department. 

Let's  briefly  examine  the  most  common  types  of  fire  extinguishers 
that  you  will  come  in  contact  with. 

(a)  Pressurized  Water  Extinguisher.     This  extinguisher  is 
recommended  to  codbat  fires  of  ordinary  combustible  materials  such 

as  wood,  paper,  or  cloth  where  a  cooling  and  wetting  action  is  required. 

(b)  Foam  Extinguisher.     This  extinguisher  is  used  for  fires 
that  involve  flammable  and  combustible  liquids  of  oil  and  gasoline. 

(c)  Carbon  Dioxide  Extinguisher.     This  extinguisher  is  recommended 
for  fires  that  involve  flarmnable  and  combustible  liquids  and  electrical 
equipment. 

(d)  Dry  Chemical  Extinguisher.     This  extinguisher  is  recommended 
for  fires  of  flammable  and  combustible  liquids  in  open  tanks  or  pans, 
or  spills  on  floors. 

57'? 


002-04-07-01 


Mother  type  of  emergency  fire  equipment  would  he  water  hucketa  or 
water  barrels  utilized  for  fires  in  ordinary  conbuatible  materials  when 
a  cQolliig  aad  wfetting  action  is  required.    This  type  of  fire  equipment 
could  ba  uamd  in  ludber  yards  if  extinguishers  are  not  available. 

Before  dlscuaalng  safety  procedures  in  operating  material 
handling  equipment  (WE)  answer  the  following  questions  on  a  sheet 
of  scratch  paper. 

Ql.    Which  directives  list  safety  procedures? 

Q2.    What  percent  of  accidents  are  caused  by  human  and/or  equipment 
failure? 

Q3.    What  is  the  cause  behind  the  "cause"  of  many  accidents? 

Q4.    Will  the  lack  of  training  cause  an  accident? 

q5.     Is  it  true  that  workers  confronted  with  personal  problems  are 
least  likely  to  be  involved  in  an  accident? 

Q6.     In  practicing  "good  housekeeping,"  how  often  should  you  inspect 
your  storage  area  to  identify  and  correct  unsafe  conditions? 

Q7.     1$  smoking  permitted  in  storage  areas? 

Q8.    What  type  of  aisle  provides  access  to  fire  fighting  eqv  pment? 

Q9.    Who  is  responsible  for  inspecting  fire  extinguishers? 

QIO.    How  often  does  CE  provide  training  in  the  proper  use  of  fire 
extinguishers? 

Qll.    How  much  clearance  is  maintained  between  stored  materials  and 
fire  extinguishers? 

Q12.    Which  type  of  fire  extinguisher  is  used  to  combat  electrical 
equipment  fires? 

Q13.    For  what  type  of  fire  is  the  pressurized  water  extinguisher  used? 
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Now  that  we  have  discussed  safety  practices  involved  in  the  maintenance 
of  a  warehouse,  let's  examine  an  area  that  you  will  most  certainly  come  in 
contact  with  as  a  Materiel  Facilities  Specialist  -  that  of  safely  operating 
materiel  handling  equipment.    Since  MHE  falls  into  two  categories*  powered 
and  non-powered,  we'll  look  at  each  category  separately. 

Operators  of  powered  MHE  must  be  ^iveri  the  proper  taining  and  must  pass 
all  physical  aptitude  requirements.    The  following  checklist  contains  the 
safe  operating  procedures  you  will  follow  for  powered  MHE.    Be  sure  to  study 
each  item  carefully. 

(1)  You  can  operate  powered  MHE  only  if  you  are  licensed. 

(2)  You  must  inspect  all  loads  to  be  moved.    You  will  not  move  an 
unstable  load  and  should  avoid  moving  loose  material. 

(3)  Keep  at  least  three  truck  tractor  lengths  behind  other  vehicles. 
(^)    Face  in  the  direction  you  are  traveling  when  operating  powered  MHE. 

(5)  Slow  down  and  sound  the  horn  before  proceeding  at  cross  aisles, 
intersections,  and  when  vision  is  obstructed. 

(6)  No  more  than  four  warehouse  tractor  trailers  may  be  pulled  at 
one  t  ime . 

(7)  Come  to  a  complete  stop  and  sound  the  horn  when  leaving  or  entering 
a  building. 

(8)  Keep  the  forks  of  forklifts  no  more  than  four  inches  off  the 
ground  when  traveling. 

(9)  If  you  leave  the  forklift  unattended,  place  the  forks  flat  on  the 
floor,  with  the  operating  levers  in  neutral  and  the  hand  brakes  set. 

(10)  Never  exceed  the  rated  capacity  for  each  piece  of  MHE  placed  on 
the  machine . 

(11)  Drive  forklifts  forward  when  transporting  cargo  up  ramps  and 
in  reverse  on  downgrades. 

5Sl 
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(12)  Do  not  use  forklifts  to  elevate  personnel  unless  authorized  by 
the  supervisor.    When  lifting  is  authorized,  a  safety  pallet  must  be  used. 

(13)  Co-workers  are  not  allowed  to  ride  as  passengers  on  fotklifts. 

(14)  The  maximum  allowable  speed  in  a  warehouse  is  5  MPH. 

(15)  Do  not  attenpt  to  repair  any  mechanical  Parts.    Any  mechanical 
defects  should  be  reported  to  your  supervisor. 


The  next  checklist  contains  safety  procedures  you  should  follow 
using  nonpowered  MHE- 

(1)  Do  not  use  two-wheeled  hand  trucks  to  transport  material  heavy 
enough  to  cause  excessive  strain. 

(2)  Barrel  type  hand  trucks  will  be  used  to  move  drums  or  large 
kegs  of  material . 

(3)  Nonpowered  hand  pallet  trucks  will  not  be  used  to  move  heavy 
loads • 

(6)    Do  not  place  a  ladder  In  front  of  a  door  unless  the  door  Is 
lockedi  or  otherwise  blocked. 

(5)  When  on  a  ladder,  do  not  reach  sideways  more  than  the  length 
of  your  arm. 

(6)  Do  not  carry  heavy  Items  up  or  down  a  ladder. 

(7)  Use  hand  trucks  with  sparkproof  wheels  In  areas  where  highly 
flaimable  or  explosive  materials  are  stored. 


Be  sure  that  you  know  each  of  the  procedures  listed  for  safe  operations 
of  materiel  handling  equipment.    When  you  have  a  thorough  understanding 
of  these  procedures,  test  your  knowledge  of  them  by  answering  the  following 
questions • 

Q14.    What  Is  the  rule  about  carrying  Items  up  or  down  a  ladder? 

Q15.    What  type  of  hand  trucks  should  be  used  In  storage  areas  that 
contain  explosives? 
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Q16.  What  is  the  maximum  allowable  speed  in  warehouses? 

Q17.  Are  passengers  allowed  on  forkllfta? 

Q18.  In  which  direction  is  a  forklif t  driven  when  going  up  a  ramp? 

Q19.  How  loany  warehouse  tractor  trailers  can  be  pulled  at  one  time? 

Q20.  What  must  a  forklift  operator  do  to  a  load  before  he  movea  it? 
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POST-POST  PROCEDURES 
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LOWRY  TECHNICAL  TRAINING  CENTER 
3440th  Technical  Training  Group 
Lowry  Air  Force  Base,  Colorado 

Study  Guides  (SGs),  Workbooks  (WBs).  Studv  Guide  and  Workboolc  (SH), 
Progranwed  Texts  (PTs),  and  Handouts  (HOs)  are  authorized  by  ATC  for  stu- 
dent use  in  ATC  Courses.    They  are  designed  to  guide  you  through  your 
study  assignments  in  the  most  logical  sequence  for  easy  understanding. 
Answer  self-evaluation  questions  and  complete  each  problem  or  work  assign- 
ment in  the  sequence  given,  and  it  will  aid  you  In  understanding  and 
retaining  key  points  covered  in  material  you  have  studied. 
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Supply  Training  Branch  PT      G3AER64531  000 

Lovry  Air  Force  BasCi  Colorado  August  1978 


POST-POST  PROCEDURES 


SCOPE 


Throughout  this  course  you  have  seen  how  »uch  the  standard  base 
supply  system  depends  on  the  UNIVAC  1050-11  computer.    However,  you 
have  also  learned  that  the  computer  is  not  always  working.    Still,  to 
provide  effective  support,  most  supply  accounts  operate  24  hours  a  day  — 
every  day.    That  means  that  very  specific  procedures  must  be  established 
for  those  times  when  supply  support  is  critical,  but  the  computer 
is  not  *'up." 

These  procedures  are  called  post-post  procedures.    You  have 
seen  the  term  in  previous  lessons.    In  this  lesson  you  are  going 
to  learn  more  about  post-post  operations  and  specifically  how  they 
involve  Materiel  Facilities  personnel  in  receiving,  tum-ln  and  issue 
transactions. 


OBJECTIVE 

Correctly  identify  the  functional  responsibilities  of 
Materiel  Facilities  personnel  in  processing  post-post  transactions. 


DIRECTIONS 

To  complete  this  lesson  you  will  need  this  text,  a  sheet  of 
scratch  paper,  and  AIS  Module  Test  Form  #4.  Throughout  the  text 
you  will  find  embedded  questions.    Write  short  responses  to  them. 
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Wh«n  th«  UNIVAC  la  "down"  or  non-operational,  It  la  probably 
for  one  of  two  reasons:     (1)    normal  and-of-day  or  end-of-«>nth 
processing  called  offline  reporting,  or  (2)  because  of  actual 
equip«ant  breakdown.  Tha  first  is  predictable  and  short  term;  the 
second  often  occurs  without  notice  and  can  go  on  for  days... or  even 
loogar.    But  no  matter  why  the  computer  is  down,  supply  support 
must  cootinue  to  meet  the  needs  of  the  Air  Porce. 

To  allow  non-computer  assisted  transactions,  post-post 
procedures  have  been  established.    We'll  discuss  what  these  pro- 
cedures  mean  to  Materiel  F.cilitles  personnel,  but  first  let  s  exaalne 
tha  term  post-post.    It's  easy  to  understand  if  you  stop  to  think 
about  it.    Take  a  few  minutes  to  study  the  chart  below: 


PRE 


POST 


(Before  property  is  delivered)        (update  computer  records) 


POST 


POST 


(Af 


ter  property  is  delivered)         (update  computer  records) 


Pre-post  procedure,  are  the  ones  you  have  learned  about  throughout 
the  course.    Under  pre-post  operations,  all  computer  records  are 
updated  before  a  transaction  physically  t.kes  place.    On  the  other 
hand,  und^TT^st-post  procedures,  the  computer  record,  are  not 
updated  until  after  the  transaction  ha.  P^^y^^J^y,^''*"  ji*"'  , 
Su  cln  .ee  thlTEhi.  would  be  necee.ary  for  priority  tr«x.ac  ion. 
if  the  conputer  1.  not  operating.    Otherwi.e,  the  entire  supply 
system  would  come  to  a  standstill. 

In  fact,  post-post  procedures  are  felt  to  be  so  important  that 
—  1  rcmm  (VVCT^  i.  established  on  each  base  to  help 

procedures  when  the  computer  1.  not  operational.    The  team 
lllH  update  computer  record,  when  the  system  comes  up. 
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The  team  Is  composed  of  members  selected  from  various  areas  of 
the  supply  complex,  and  It  Is  assembled  anytime  extended  (lengthy) 
computer  dcwn  time  is  expected.    During  normal  post-post 
operations  (i .e end-of-^ay  and  end-of-month)  the  team  does  not 
work  as  a  whole,  but  members  still  have  related  responsibilities 
in  their  assigned  areas. 


Review  what  you  have  learned  so  far  about  post-post 
operations  by  writing  short  responses  to  the  following: 

Ql.    What  is  tUe  difference  between  pre-post  and  post-post  operations? 

Q2.    Why  are- post-post  procedures  necessary? 


How  that  you  know  a  little  about  what  post-post  operations 
are,  let's  see  how  you  may  be  involved  with  them.     Let's  discuss 
tiie  Receiving  Section  first. 

Shipments  come  into  Base  Supply  whether  or  not  the  computer 
is  working.     But,  naturally,  you  can't  process  receipts  in  the 
normal  manner  if  the  computer  is  down.    How  will  you  know  what 
to  do  with  the  property  that  is  received? 

To  solve  this  problem,  during  post-post  operations  all  receipts 
are  referred  to  the  Stock  Control  Requisitioning  Unit  as  soon  as 
the  items  have  been  inchecked  and  inspected.     While  this  unit  is 
normally  located  in  the  Stock  Control  Section,  during  post-post 
it  is  often  partially  manned  in  the  Receiving  Section.  By 
checking  through  external  records  (remember,  these  are  the 
listings  and  files  maintained  outside  of  the  computer),  this 
unit  can  determine  if  the  item  qualifies  for  post-post  due-out 
release  action. 


If  it  does,   the  unit  will  manually  prepare  a  post-post 
due-out  release  document  on  a  DD  Form  1348-1.     This  document  is 
easy  to  recognize  because  it  has  several  entries  that  are  not 
on  normal  DORs.     The  document  on  the  next  page  is  a  sample  of 
a  post-post  due-out  release.     Take  a  few  minutes  to  look  it 
over.     Pay  particular  attention  to  the  entries  in  Blocks  D  and 
V,  and  card  column  51.  C;  Q '7 
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1. 

>  M«t     1  tot  *v  Co«t 

Po8t-Po«t  D\ie-Out  Rel«*«e  Document 


Kb  you  can  see.  Block  D  contains  the  phrase  "POST-POST." 
This  is  a  vary  obvious  indication  that  this  DOR  is  a  post-post 
dua-out  re  least. 


Block  V  contains  a  docuasnt  number.    This  nuaber  is  taken 
from  the  receiving  docuBient.    This  conveniently  cross-references 
the  •rvo  so  that  it  will  be  clear  which  due-out  release  matches 
whict*  receipt. 

Card  coluim  51  contains  TEX  code  6.    This  is  very  important! 
You  should  try  to  reaei^er  that  TEX  code  6  is  the  code  that  is 
associated  with  post-post  transactions. 
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Vh«n  the  DOR  hM  bten  prepared,  it  will  be  sent  to  the  Receiving 
Section  along  with  the  receiving  document.    As  the  receiving  clerk 
you  ahoul^  be  aure  that  the  two  docuaanta  are  croas-referenced 
and  that  the  receiving  docuaent  haa  TEX  code  6  in  CC  51.    Now  you 
will  pull  the  appropriate  receipt  due-in  card  fro«  the  REC  card 
file  (It  will  be  the  card  that  aatchea  the  receiving  document),  and 
tonotate  It  with  the  TEX  code  (CC  51)    and  the  document  nunber 
froa  the  DOR  (CC  60-73).    At  thia  point,  all  three  iteu  (the 
receiving  docunent,  the  DOR  document,  and  the  receipt  due- in 
card)  ahould  be  croaa-referenced.    Thia  ia  ahcwm  on  the  iliuatration 
on  the  next  page. 

After  the  receipt  due-in  card  haa  been  v>ull«d  and  annotated, 
you  muat  acco^liah  aeveral  taaka.    You  will  aign  and  date  Block  1 
of  the  due-out  releaae  document.    Ualng  it  to  aelect  the  received 
property  fro»  the  receiving  line,  you  will  forward  both  the  property 
and  the  DOR  to  the  Pickup  and  Delivery  Section.    Thia  aection, 
naturally,  will  deliver  the  property  to  the  cuatoner  following 
normal  procedures.    In  the  neantiae,  the  receiving  docunent  and 
the  receipt  due-in  card  will  be  forwarded  to  the  poat-poat  control 
teas.     The  tea»  will  process  the»  into  the  computer  when  it 
becoaaa  operational. 


What  happens  to  property  that  is  received  during  post-post 


Meanwhile,  the  document  control  copy  of  the  re 
the  receipt  due-in  card  are  forwarded  to  the  po8t-p 
team  for  processing  when  the  computer  becomes  opera 
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You  can  see  that  pott-post  procedures  for  receipts  sren't 
very  different  from  noraal,  pre-post  procedures.    The  main 
difference  Is  thet  the  Stock  Control  Requisitioning  Unit,  Instead 
of  the  computer,  checks  for  possible  due-outs.    Another  difference 
Is  that  the  receiving  clerk  must  make  sure  the  receiving  document 
Is  cross-referenced  to  both  the  due-out  release  and  the  receipt 
due-ln  card  so  that  the  Internal  computer  records  can  be 
successfully  updated  later. 

Aa  you  might  expect,  post-post  procedures  for  processing 
tum-lns  are  similar  to  those  for  processing  receipts  which  we 
have  juat  discussed. 

Normal  inchecklng  and  Inspection  functions  are  performed 
on  all  tum-lns.    Then,  If  the  turn-In  Is  serviceable,  copy  2 
of  the  AF  Form  2005  Is  referred  to  the  Stock  Control  Requisitioning 
Unit.     If  the  unit  determines  that  a  post-post  due-out  release 
is  in  order,    it  will  prepare  the  required  DOR  document,  and 
return  It  to  the  Receiving  Section. 


From  this  point  procedures  are  exactly  the  same  as 
for  receipts  resulting  In  a  post-post  due-out  release.  The 
tum-ln  and  due-out  documents  are  cross-referenced,  and  the 
TEX  code  is  entered.    Then  the  property  is  forwarded  to 
Pickup  and  Delivery  and  the  document  la  distributed  according 
to  the  procedures  you  learned  In  Lesson  5  of  this  block. 

Before  proceeding  to  post-post  Issue  procedures,  review 
what  you  have  learned  so  far  by  writing  short  responses  to  the 
f  ollc^lng: 

Q3.    What  TEX  code  Is  normally  associated  with  post-post  transactions? 

Q4.     It  Is  easy  to  identify  post-post  due-out  release  documents 
because  is  typed   in  Block  D. 

Q5.    Who  prepares  a  post-post  due-out  release  document? 

Q6.    Why  is  this  document  prepared  manually? 

591 
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Q7.  Wh*t  entry  witt  you,  aa  the  receiving  clerk,  place  gn  the 
receipt  du«-in  card? 

Q8.  Who  procesaea  the  receipt  due-in  cards  when  the  conputer 
COMt  upT 


Maw  let's  discuss  post-post  issue  procedures.    Before  we 
go  any  further,  you  should  understand  that  not  all  issue  requests 
are  processed  when  the  computer  is  down.    A  determination  is  made 
based  on  how  important  the  issue  is  (i.e.,  priority,  urgency  of 
need  designator),  how  long  the  computer  is  expected  to  be  down, 
available  m«ipower,  and  volume  of  requests.    In  most  cases,  routine 
requests  are  held  until  the  computer  becomes  operational.  However, 
expedite  requests  with  a  high  priority  are  often  processed 
following  poet-post  procedures. 

First,  try  to  remeiAer  what  you  have  learned  about  what 
normally  hippens  when  an  issue  request  is  made.     It  is  input  to 
the  co^uter.  isn't  it?    If  the  item  or  .«  acceptable  interchangeable 
or  substitute  is  available  in  the  required  quantity,  an  issue 
document  will  automatically  be  output  in  the  warehouse.  Well 
if  the  computer  is  down,  of  course  this  can't  happen.  Instead, 
you  will  do  the  Job  the  computer  normally  would  take  care  of. 

When  the  Dema^id  Processing  Unit  prepares  the  AP  Form  2005 
issue  request,  personnel  will  check  the  US  Listing  (remerf)er. 
y"  lelrned  abo't  it  in  Block  I)  to  see  what  the  ^«J«"*^-"f '^^^  . 
and  substitute  items  are  for  the  requested  item     These  iiddltional 
stock  nv-bers  are  annotated  on  the  back  of  the  AF/or«  200^ 
along  with  the  appropriate  code  (i.e.,  M"  ,     I  ,  or    i  ;  .  men  cne 
request  is  forwarded  to  the  Storage  and  Issue  Section. 

There  you,  as  a  Storage  and  Issue  clerk,  will  check  the 
Stock  Number  Directory  for  the  location  of  each  stock  nuiAer 
included  on  the  request.    Then  you  will  check  each  location  and 
indicate  the  nun4)er  of  assets  available  for  each  on  the  back  of 
the  AF  Form  2005.    TCTO  'status  o  i     •'V  ^?      ,°  ..rk 

indicated  on  the  back  of  the  request  A  sample  '^^^.J^^ 
of  an  AF  Form  2005  that  has  been  completed  for  a  post-post  issue 
request  is  shown  on  the  next  page.    Look  it  over. 
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Back  of  AF  Fona  2005,  Post-Post  Issue  Request 


Once  you  have  annotated  the  locations  and  quantities,  the 
request  is  returned  to  the  Demand  Processing  Unit.     At  this  time, 
if  a  master  or  interchangeable  item  is  available  to  even  partially 
fill  the  request,  and  _if_  the  Chief  of  Supply  approves,  the  property 
may  be  pulled  immediately.     The  document  number  from  the  issue 
request  is  annotated  on  the  property  tag  or  label,  and  the 
property  is  rlien  forwarded  to  the  Pickup  and  Delivery  Section 
to  await  the  issue  documentation.    Why  is  this  done?  Remember, 
you  are  dealing  with  expedite  issue  requests,  and  it  is  important 
to  save  as  much  time  as  possible. 

In  most  cases,  however,   the  Demand  Processing  Unit  will 
decide  which  item  should  be  issued.     When  the  AF  Form  2005  is 
returned  to  the  unit,  personnel  will  analyze  the  information  it 
contains  about  available  quantities,  and  manually  prepare  a 
DD  Form  1348-1  issue  document.     It  will  be  similar  to  a  normal 
issue  document,  but  there  are  some  noticeable  differences. 
Examine  the  post-post  issue  document  on  the  next  page.  Pay 
particular  attention  to  CC  51,  Block  D,  and  Block  W. 
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Poat-Poat  Issue  Docuinent 


Aa  you  can  see.  CC  51  contalna  a  6.     Thla  la  the  TEX  code 
you  have  learned  is  uaed  with  poat-poat  tranaactlona .  POST-POST 
la  printed  In  Block  D.     Block  W  contalna  the  Initials  of  the 
Demand  Processing  clerk  who  prepared  the  form. 


Once  the  form  has  been  prepared,  it  la  forwarded  to  Storage 
and  laaue.     If  you  work  in  the  Storage  and  Issue  Section,  you  will 
respond  to  a  post-post  issue  docuinent  the  same  way  you  would 
respond  to  a  normal  issue  document.    You  go  to  the  location 
indicated,  pull  the  property,  and  sign  and  date  Block  i  on  the 
document.     Then  you  forward  both  the  document  and  property  to 
the  Pickup  and  Delivery  Section. 
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Pickup  and  Delivery  personnel  will  perform  the  same  functions 
as  they  do  under  normal  conditions. 


You  can  see  that  post-post  issue  operations  really  aren't 
very  different  from  normal  procedures  as  far  as  Materiel  Facilities 
personnel  are  concerned.    However,  Storage  and  Issue  clerks  do  have 
the  additional  task  of  determining  locations  and  quantities  of 
items  identified  on  AF  Form  2005  issue  requests. 

Review  what  you  have  learned  about  post-post  issue  procedures 
by  writing  short  responses  to  the  following: 

Q9.    What  happens  to  routine  issue  requests  when  the  computer 
is  down? 

QIO.    What  elements  may  determine  whether  or  not  an  item  is 
issued  post-post? 

Qll.    What  actions  will  Storage  and  Issue  take  with  AF  Form  2005 
issue  requests  when  the  computer  is  down? 

Q12.    What  entries  make  it  easy  to  identify  a  post-post  issue 
document? 

Q13.  Who  prepares  the  DD  Form  13A8-1  issue  document  under  post-post 
conditions? 
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POST-POST  PROCEDUMS 
block  IV,  Lesson  8 
Answers  to  Questions  in  the  Text 

Ql.    With  pre-post  operations,  computer  records  are  updated  before 
the  transaction  physically  takes  place.    With  poet^post  operations, 
the  transaction  takes  place  before  the  computer  records  are  updated. 

Q2.    They  are  necessary  to  insure  that  Base  Supply  operates 
smoothly  and  efficiently  at  all  times,  even  if  the  computer  is  not 
operational. 

q3.  TEX  code  6. 

Q4.  The  phrase  "POST-POSL" 

Q5.  The  Stock  Control  Requisitioning  Unit. 

Q6.  Because  the  computer  is  not  operational. 

Q7.  The  TEX  code  in  CC  51  and  the  DOR  document  nu^er  in  CC  60-73. 

Q8.  The  post-post  control  team. 

They  tre  usually  held  until  the  computer  becomes  operational. 

QIO.  Priority  or  urgency  of  need,  how  long  the  computer  is  expected 
to  be  do%m.  available  manpower,  and  volume  of  requests. 

Qll.    Annotate  the  locations  and  available  quantities  for  all 
NSNs  shown  on  the  request. 

Q12.     The  TEX  code  6  in  CC  51.  the  phrase  "POST-POSr'  in  Block  D, 
and  the  initials  of  the  Demand  Processing  clerk  in  Block  W. 

Q13.    The  Demand  Processing  Unit. 
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